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New Skyway Spans Nation The radio-relay station at Mt. 
Rose. Nevada. is the highest on the Bell Svstem/s transcon 
tinental radio-relay route. This is one of LOT stations or 
towers which relay tele phone conversations and television 
programs along microwave radio beams from coast to coast. 


bach tower has four antenna horns similar to the one shown, 


from Bell's first instrument to a nationwide communication 
in business. Yet all that has been done is but the begin- 


g greater progress than the past has known. “The best is yet to be.” 


Telephone Users Dial Long Distance— In Fnglewood. \.J.. they 
can now dial their own Long Distance calls to any of eleven 
million telephones in and around a dozen cities from coast 
to coast. Shown above is a small part of the dial equipment. 
Methods and equipment are being studied here before 


extending this new. faster means of Long Distance calling 


All the World Is Near—When Overseas telephoning started, 
service was provided only between New York and London. 
The rate for three minutes was $75. Today, from any 


tries. The rate to most places is $12. The maxi f - 
mum rate is only $15.... Bell Telephone System 


telephone, you can call some ninety other coun 
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COVER PHOTO BY LOUIS C. WILLIAMS 


Fisherman's Whar? 


ONE OF OUR CALIFORNIA-MINDED EDITORS tive development. Several inquiries 
thought that the Louis Williams photo have come in asking that this series 
on this month's cover was Fisher- be expanded into a book. At present 
man's Wharf at San Francisco. But we have no plans for bringing out a 
he was wrong. It's part of the book on the subject. But if enough 
Gloucester, Mass., fishing fleet. The readers wish, we will produce a set 
frozen food industry, the high price of of reprints, including all of the five 
beef, plus better distribution facilities, articles in one folder. Price? Probably 
have raised standards and brought about 50 cents a copy. Let us know if 
better returns to the fishing industry you want any? Some companies have 
in recent years. The current issue already distributed copies of several 
brings to a close the series on execu- of the installment 
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Chairs Are Tools 


An office chair is as much 
an office tool as is the type- 
writer, or the business ma- 
chine. You can no more af- 
ford to use obsolete seating 
than you can afford to use 


obsolete business machines. 


Why not cut your cost by 
using modern, efficient seat- 
ing—why not cut your cost 


by using Fine-Rest? 


Write for free descriptive 


literature, and for the name 
Fine-Rest 


of your nearest 


dealer. 


ALUMINUM SEATING 


17 CHERRY STREET 


Courtesy Thomas A. Edison, Inc 


Snatch Off the Blinders 
To the Editor 


Thank you tor a well written, timely 
article entitled, “Snatch off the Blind- 
ers,” in your May 1952 issue. If a 
copy of this article could be sent to 
every retail establishment and if this 
article would be read, I believe the 
resulting activity would be startling 
in many retail selling lines. Wish to 
congratulate you and your organiza- 
tion on the most interesting, informa- 
tive and best read business magazine 
published today...A. J. Harwoop, 
assistant parts sales manager Dear- 
born Motors, Birmingham, Mich 


Mr Harwoop: Thank you ever so 
much for your encouragement. The 
article, “Snatch off the Blinders,’”’ was 
widely reprinted, and was mailed to 
many retailers, and several chain 
store groups purchased quantities of 
reprints for distribution 


“Blinders,’’ No. 2 
To the Editor 


Your article “Snatch Off the Blinders” 
gives me a severe pain. I am almost 
tempted to tell you to cancel my 
subscription. It is unfair and unduly 
critical of the retail salesman. More- 
over, we do not understand why you 
publish such an article in AMERICAN 
BUSINESS as we were led to believe 
that this is a magazine for business 
executives. Or does your magazine 
reach retail salespeople? One more 
article of this nature and you may 


take our name off all your lists 
R. P. WASHINGTON, Denver, Colo 


Mr. WASHINGTON: We are sorry you 
have no taste for “Snatch off the 
Blinders.”” Did you read, “Selling That 
Makes Spending a Pleasure,” in our 
June issue? In this report the writer 
shows the other side of the picture 
and describes some very happy experi- 
ences With retail salesmen and sales- 
women. We wonder how carefully you 
read the first article. In it we tried to 
make it plain that the article, as the 
headline states, is addressed to execu- 
tives. It is much less a criticism of 
retail salesmen and women than a 
criticism of executives, who sit hign 
up in their private offices, spending 
too little time at the point of trans- 
action. We would be happy to have 
your equally frank criticism of the 
second of the two articles 


Downtown VS Suburban 
To the Editor: 


I am very much interested in the 
advantages and disadvantages of lo- 
cating a business in the established 
commercial section of a town, as 
compared to a location in an outlying 
area where customer parking facili- 
ties may be provided. I would appreci- 
ate very much your letting me know 
of recent publications, date and in- 
formation on this subject, and where 
I may secure same.—-C. F. CONTOIS, 
sales manager, Gulf States Utilities 
Company, Baton Rouge, La 


Mr. ConToIs: AMERICAN BUSINESS has 
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published many articles on the trend 
toward suburban locations for busi- 
ness. Since your letter mentions the 
word “customers” we presume that 
you are considering a retail estab- 
lishment. Here are some facts. The 
biggest retailer on earth, Sears Roe- 
buck entered its greatest period of 
growth when it began expanding its 
retail stores, many of which are quite 
a distance from a downtown district 
In some cities such as Chicago and 
New Orleans, Sears took over former- 
ly well-established department store 
operations and remained at the same 
location. But even in Chicago several 
Sears stores are a considerable dis- 
tance from the downtown area. Their 
Store in the Mission area of San Fran- 
cisco is a good example of an away- 
from-downtown situation 

Many famed New York stores such 
as Lord and Taylor have fairly large 
branch stores in suburban areas such 
as Manhasset, Long Island. The Rob- 
inson store recently established in the 
9,000 block of Wilshire Boulevard is 
a mile or more away from any store 
of comparable size, yet its modern 
parking facilities seem to be attract- 
ing an ever-increasing volume. One 
of the most modern and attractive 
retail stores anywhere is the new 
Niemann-Marcus branch at Preston 
Center, a suburban area of Dallas, 
quite a distance from the downtown 
shopping area. In a cornfield on the 
road to Milwaukee, and north of 
Chicago, a large sign announces that 
Marshall! Field, famed Chicago down- 
town department store, is preparing 
to turn the corn patch into a gigantic 5 
shopping center with 30 stores, some St/, 
of them Field's own competitors. Does 


this give you the information needed? C f t Fffi r 
Executive Shortage 0 Mm or C C a 


To the Editor a 
We are enjoying your articles on 
“What Is Being Done to Relieve the 
Executive Manpower Shortage?" It 
is an excellent contribution to the 
growing art of executive dev elopment 
I think it is worth more permanence 
than can be given to a periodical. Is 
there any likelihood that they will 
be reprinted in book form? —GEorGE 
B. Corvess, adviser on executive devel- 
opment, Employee Relations Depart- 
ment, Standard Oil Company, New 
York 

Mr. Corvess : Others have asked about 
publication of this series in book form 
The final article appears in this issue, 
but we are now conducting a survey 
to dig up additional material on the 
subject, and if enough new data can 
be assembled, it is possible that it 
will be published in more permanent 
form than the magazine articles. As 
you know, relatively few companies 
have been active in this fairly new 
development field, and while we do 
not claim that we have published all 
the good material available, we have 
reached a point where much of the 
data now cofning in is an echo of 
what we have already published 
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The greatest development in record-keeping! 


Introducing V-Dex 


the File that tells you all the facts INSTANTLY! 


For every 
business and 


every kind 
of record 


The most inexpensive ‘‘vertical-visible” file available today 


One took at the clerk above will illustrate why V-DEX DESIGN ADDS 50°, GREATER FILING CAPACITY! 


V-DEN is revolutionary news to ollie record- Untike ony other. verticol-vitible File 


keeping V-DEX design creates 50% greater fil 
| | f | Il the fact ing capacity at the bottom of the file, 
Xposed margins of records gives ali the tacts where capacity is needed See this re- 


on many records the moment the tile is opened markable feature actually demonstrated. 
and with patented V-DEN roller design, the V 


stays open at the correct angle tor roosting or 
| Serving business for over Ol years 

relerenes 


See this new file in action on a multitude of 


d application record handling systems 
L se the oupen to request additional intor- W) 2003 Mulberry Rd. SE 


Canton 2, Ohio 


mation or a demonstration mow, 


| should like to see a demonstration of V-DEX, of no obligation 

CONTROL ON EVERY RECORD 

NAME TITLE 

V DEX exposes many records sim 
toneously, as the file is opened « COMPANY 
the touch of o hand. 3 woy marg Ress 
for every record enables you 


signal attention 4 different ways for city IONE STATE 


1 
| 
| 
| 

Please send additional information on V-DEX 
| 
| 
! 
| 
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Factory branches ond dealers in of! principol cities 


* rotary, vertical and visible filing equipment ¢ safes, chests and vault doors bonk vault equipment + burglar alor™* 
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Business Superiority over politics 
was never more evident than during 
the two political conventions held 
in Chicago during July of this year. 
If, in a business convention, the 
speakers came up with the old, re- 
sounding clichés, the ancient ideas, 
the threadbare platitudes, which 
were hurled at listeners during both 
conventions, the speakers would be 
hooted down. Politicians, as a gen- 
eral rule, seem to be about 40 years 
behind the times. Yet they are the 
men who are applying to the voters 
for a mandate to run the greatest 
country on earth 


Druggists will stage a big cam- 
paign to corral more than their 
former share of the Christmas gif: 
business. Combining with the Drug- 
gists’ Supply Corporation, a number 
of gift manufacturers will invest 
$500,000 in a promotion designed 
to sell the idea that the drug store 
is the ideal source for Christmas 
gifts. According to J. Wayne Lu- 
ther, president of the corporation, 
three basic ideas will be presented: 
Convenience to the shopper, per- 
sonal services available at drug 
stores, and a claim that prices are 
scaled properly. 


Offices in the Country is current 
trend to be watched carefully. Many 
students of office problems assure 
us that there is no sound reason 
why many offices should be in a 
crowded, downtown district. We 
know of a number of giant corpora- 
tions which now have engineers 
surveying possible sites for offices 
in what are now cornfields. Up to 
now we have questioned possibly 50 
companies that have moved offices 
to suburban areas and not one has 
regretted the move, so far as we 
can determine. Attendance has im- 
proved, turnover has. decreased, a 
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better class of help has been found 
costs have gone down relatively 
Of course, we all know that costs 
are rising, but those that have 
moved to suburban areas believe 
that the upward trend of costs is 
arrested in the country 


H. J. Heinz Il, president of the 83 
year-old H. J. Heinz Company, re- 
ports a gain in sales by foreign 
subsidiaries of 21 per cent, as com- 
pared with a gain of only 4 per 
cent of the American company 
Profits are down 22 per cent. He 
also reports that OPS had but little 
effect on the pricing of the com- 
pany’s products although the very 
existence of OPS was an important 
factor in the firm's operations 
“These regulations,” he reported 
“required seemingly endless calcu- 
lations, constant review, analysi 
and interpretation, and a consid 
erable amount of executive time 
which was costly and nonproduc 
tive.” 


Fair Employment Practices 

FEPC seems to have been blow: 
up out of all proportion to its real 
importance in both political cor 

ventions. Every reporter seems in 
tent on heckling all candidates con- 
cerning their attitude toward 
FEPC. It is, many observers be 
lieve, a field quite outside Federa! 
legislation. Legislation requiring 
so-called fair employment practices 
or civil rights, could so complicate 
employment practices that it would 
actually hurt the very minorities 
it is supposed to assist. Enactment 
of the Federal prohibition laws hurt 
the cause of temperance, and prob 
ably led to an actual setback in 
temperate use of alcoholic bever- 
ages. It is more than possible that 
a Federal attempt to legislate what 
is called fair employment practices 


would cause a setback in the right- 
ful and well-deserved gains in em- 
ployment by minorities. And it 
would just set up another group 
of Federal snoopers and trouble- 
makers to further complicate and 
increase the cost of doing business 


Suburban Boom continues. Almost 
daily a new, suburban shopping 
center is announced. Many years 
ago this magazine began publish- 
ing articles about the trend of busi 
ness toward suburban areas. From 
one end of the country to the other 
major merchandisers are surveying 
suburban sites for branch stores 
Until the downtown interests come 
up with a better solution for park 
ing problems, the trend will prob 
ably continue 


T. J. Zimmerman's recent deat! 
in London recalls the fact that he 
was one of the early employees of 
A. W. Shaw Company, founders of 
SYSTEM Magazine, which was ab 
orbed by AMERICAN BUSINESS in 
1935. Mr. Zimmerman, after a bril 
liant career in Chicago with Shaw 
ent to England and established a 
British edition of System, later 
called Bustness. Mr. Zimmerman 
brought a new conception of busi- 
ness journalism to the British Isles 
and his influence there was pro 
found. He loved to write, to rewrite 
He was famous for the crystal clar 
ity of his writing, achieving his ef- 
fects by constant and patient pol- 
ishing, revision, and rewriting 


U. S. Chamber of Commerce re- 
ports that the average employee of 
the companies reporting in a recen* 
survey received $653 in hidden pay 
in 1951 as against $480 in 1949 
“Hidden pay” is defined as unem- 
ployment and workmen's compensa- 
tion, old age and survivor's in- 
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Patents Pending 


choose the arrangement Just tight for you! 


Rock-a-File MODULAR—the versatile — 
office furniture. Precision-engineered for complete | ; Arrange it 
interchangeability to suit your individual taste and 
personal working habits. Yourself 

Here is comfortable, working efficiency com- yours 
bined with smart, modern appearance that is eco- it — ; 
nomical, too. A complete Rock-a-File private-office * to fit your 
interior actually costs less than a good steel desk, a aN needs 
table and four-drawer file cabinet combination. = 

Any combination of Rock-a-File MODULAR 
units — desk, file, bookcase, waste receptacle, type- 
writer cabinet, corner cabinet and shelf storage 
cabinet — easily connect to companion units to best 
fit your office space. 

Steel construction throughout, available in gray 
or walnut finish — also available in wood with natu- 
ral walnut finish. 


WRITE TODAY 


for catalog and name of nearest dealer 
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surance, off-the-job disability insur- 
ance, private pension, life insurance, 
disability insurance, hospital and 
medical care programs, separation 
pay, discounts on employee _pur- 
chases, below-cost meals, vacation 
pay, pay for jury and national 
guard service, profit sharing, 
Christmas bonuses, suggestion sys- 
tem awards, attendance awards, 
and other similar payments. AMER- 
ICAN BUSINESS first called attention 
to this “hidden pay” factor in com- 
pensation several years ago and has 
suggested several times that as 
much as 15 per cent be added to 
wage-cost estimates when studying 
production costs, savings created 
by machines, etc. It may be worth 
while for every company to make 
a careful study of all hidden wages 
paid to employees and to call em- 
ployee attention repeatedly to the 
amount they are receiving in addi- 
tion to what they find in pay en- 
velopes. 


Stock Ownership is confined to 
only 64 out of every 1,000 adults 
in our population. This is a state- 
ment based on a study made by 
New York Journal of Commerce. 
If the figures are correct, and we 
have no reason to doubt them, we 
have done a rather bad job of sell- 
ing the public a part ownership in 
business and industry. Perhaps the 
savings banks have done a better 
job than the security houses. At any 
rate, it seems that it would be 
healthier if more people owned 
shares in business. This is not to 
say that we advocate a company 
putting pressure on employees to 
buy stock in the corporation which 
employs them. As we have pointed 
out in many previous messages, 
both in this department and in the 
“Looking Ahead with Business” de- 
partment on the back page of each 
issue, selling stock to employees is 
a risky and at times hazardous busi- 
ness. Yet we do think a wider own- 
ership of corporate stock would be 
a healthy development in this coun- 
try. Certainly if we had 60 million 
shareholders, instead of the present 
6.4 million, there'd be less people 
to fall for the “soak business” 
schemes of the politicians. 


Ralph J. Cordiner, speaking at the 
dedication of his company's new 
$6 million electronic tube plant at 
Oxford, near Anniston, Ala., said, 
“The Southeast has led every other 
region in the United States in its 
rate of increased electric power pro- 


duction.” Mr. Cordiner also called 
attention to the fact that his com- 
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pany originated in the “industrial 
Northeast,” but that the distinction 
beween agricultura!, industrial, and 
other regions in the United States 
has been steadily and surely dis- 
appearing. He thinks this is for the 
good of the nation. It seems that 
no major business decision can be 
made today without a careful study 
of the steady trend toward decen- 
tralization, the spread of industry 
to what we once thought were 
wholly agricultural regions. 


Simplified Taxation should be a 
“must” for a new Administration 
no matter which party wins the 
November election. But it will not 
be a “must” unless business can 
spearhead a movement which will 
put the necessary pressure on the 
Congress. In another paragraph we 
made remarks about the virtues in- 
herent in widespread stock owner- 
ship. One reason why stock owner- 
ship is not more widespread is that, 
to a certain extent, the public is 
getting the benefit of stock owner- 
ship without buying the stock. It 
gets this benefit through the stag 
gering payments of taxes by corpo- 
rations. Yet it is extremely doubtful 
(understatement of the month) if 
this is the most economical way to 
benefit from corporate earnings, 
because in siphoning off earnings 
through taxes the inevitable waste 
and mismanagement of funds by 
the Government fails to pass on the 
true values inherent in corporate 
earnings. What business and indus- 
try need to do is to conduct a fight- 
ing but truthful campaign to show 
that our present “soak the corpora- 
tions” is not the best way to pay 
the country’s running expenses 
A powerfully impressive campaign 
could be built, which would, in 
time, sell this idea to the public so 
that the politicians would be forced 
to devise a more equitable tax 
structure. Up to now the complaints 
and objections of business against 
taxes have been practically namby- 
pamby and by no means vigorous 
enough. 


Customer Service suffered greatly 
during World War II. In many com- 
panies it has not been appreciably 
improved since the war. Many of 
the employees in the average busi- 
ness are so young they never have 
had any experience with truly 
prompt, accurate, courteous service 
to customers. It is not quite fair 
to blame them for poor service to 
customers when they have never 
known anything else. There neve: 
was a better time than today to 


check up on the service your cus- 
tomers are obtaining from the home 
office, from branch offices, from 
warehouse points, from district 
offices, from salesmen, servicemen, 
repairmen, parts depots 


Simple Checks may often reveal 
rather sad deficiencies in service to 
customers. Measure the average 
elapsed time between receipt of 
letters and dispatch of answers. 
Measure the time elapsing between 
receipt of an order and its shipment, 
or an acknowledgment or some oth- 
er word that the order has been 
received and is being processed. 
Check on back orders, on errors in 
order handling, and in invoicing. 
Of course we hope that YOUR 
record is perfect and all but spot- 
less, but recently we have heard of 
a number of companies which have 
made some or all of these simple 
checks and have been amazed at 
what poor service their customers 
are receiving. We can no longer 
shrug this off with disdain because 
too many customers now have an 
alternate source of supply 


Bank Business, or that part of it 
which handles checks, is so good 
that bankers are holding meetings 
in an attempt to figure out speedier 
methods of check collections. Twice 
as many checks were written by 
bank depositors in 1951 as in 1941. 
There are, at present, more than 
40,000,000 checking accounts, 13,- 
000,000 more than 10 years ago 
Truth is that help and equipment 
shortages and storage and space 
limitations have so hampered ex- 
pansion in facilities that banks are 
encountering costly delays in check 
handling. 


Necchi Sewing Machines have 
jumped to second place in sales in 
the United States. The machines, 
made in Italy, sold to the tune of 
$7 million in 1951, and sales for the 
first quarter of 1952 were approxi- 
mately $5 million. About 40 per 
cent of the production of the Italian 
factory comes to this country. Can 
it be that somebody in the Ameri- 
can sewing machine industry has 
left the gate wide open for an im- 
ported product to march in and 
gobble a large share of the busi- 
Distribution is in the hands 
of the Necchi Sewing Machine Sales 
Corporation of New York, and the 
machines are sold by 40 distributors 
to some 1,700 retailers. Makes us 
wonder what other American prod- 
ucts arc equally vulnerable to com- 
petition from imported merchandise. 
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Better Office Service Win 


The Officeasa Business 


Any office can be a vigorous factor in obtaining and holding 
customers. Today, when most customers have a choice of 
several sources of supply, fast, efficient, accurate office 


service is a must. 


Office management and sales management can and do 
work together to insure quicker handling of orders, quicker 
shipments, accurate billing, and simplified adjustments. 


Here follows a series of case studies which show how office 
services help management to build and hold customers. 


Case No. 


The Problem: To insure quicker, 
more accurate service to service 
station customers. Sun Oil Company 
formerly credit cards for 
purchases. Service station 
caused delays to cus- 


used 
charye 
itfendants 
tomers in writing the charge tickets 
Customers complained. Delays pre- 
vented fullest potential use of credit 
ecards, slowed service, and used 
valuable time of employees in busy 
stations, or during busy periods 

The Solution: Credit cards were abol- 
ished. To replace them Sun custom- 
ers are furnished with “Sunchex” 
books, which are carried in the 
vlove compartment of customers 
“Sunchex” are actually 
prenumbered, preaddressed tabulat- 
cards. The dealer sim- 
the amount of the 


cars. These 


ing machine 
ply records 
charge the customer 
Then the dealer summarizes 
summary and 
“chen to the 


signs the 
card 
his sales, mails the 
the actual 
nearest accounting office 

Sunchex cards then are put 
through the electric keypunch where 
the actual customer 
punched into the Sunchex cards 
and verified for accuracy. Next step 
Then the “chex 
automatic accounting ma 


signed 


charges are 


is electric sorting 
vo to the 
chine where statements and cards 
are prepared for mailing to the Sun 
Company's customer 

This system has many advantages 
to the two kinds of 
Sun Oil Company. First, the dealer, 
who is a customer, is saved the 


customers of 


time and bother of obtaining the 
credit card, writing the customer's 
name and address, and listing and 
extending the charges. This is espe- 
cially helpful to the dealer because 
another customer may drive away 
to another service station while he, 
wv his helper, is inside the station 
writing a charge 

The same system is also helpful 
to the other Sun customer, the final 
consumer, who always frets and 
becomes restless while the service 
station man slowly, and at times 
with maddening deliberation, copies 
his name, address, and charge on 
the sales ticket 

The Sun Oil Company reports, 
“After the system is operating 
smoother, certain economies in op- 
eration and in help will be accom- 
plished. In introducing the system 
we have emphasized the savings in 
time, convenience, and other advan- 
tages to Sunoco dealers and cus- 
tomers.” 

It is likely that a considerable 
improvement in accuracy will be 
achieved also. The big point is that 
a company was willing to introduce 
a wholly new departure in an estab- 
lished system in an effort to im- 
prove service, and save customers’ 
time 


Case No. 


The Problem: To eliminate delays to 
customers who call the Chicago 
office of the Aluminum Corporation 
of America, and to insure improved 
service on all telephone calls. 


The Solution: Office Manager C. S. 
Kelley has installed a monitor on 
his desk which permits the user to 
follow an incoming call from the 
time it is plugged in by the operator 
through to the transfer to the desk 
salesman. 

Specific conversations are later 
discussed with the operator or desk 
man, and improvements suggested 
for future use. By using this train- 
ing tool in connection with actual 
conversations, the operators and 
desk men are taught to deal with 
each call in an intelligent manner, 
depending on the circumstances 
rather than a fixed set of rules. 
This system shortens the training 
period and assures a higher stand- 
ard of telephone service for its 
customers. 

This plan could be used by a 
wide variety of businesses, espe- 
cially where it is customery to pass 
customers around from one person 
to another via the telephone. It 
would be especially helpful in large 
offices where many calls are routed 
to the wrong person and must be 
transferred. The monitor system 
could catch many of these badly 
routed calls, pick them up quickly 
and supervise transfer to the proper 
person 


The Problem: Salesmen and custom- 
ers encountered interminable de- 
lays when calling from the field o1 
from customer offices to ascertain 
if certain items were in stock. 

In a wholesale house where more 
than 40,000 items were catalogued 
salesmen were asked daily if cer- 
tain items were in stock, ready for 
prompt shipment. It was difficult 
for the salesmen to obtain quick and 
accurate answers. Troubie was, the 
house did not have accurate and 
current inventory information 

Salesmen were forced to hold the 
phone while runners were dis- 
patched to the warehouse to make 
an actual physical count of mer- 
chandise on hand. Or they were told 
to call back in half an hour. This 
frayed customer patience and cre- 
ated a loss of confidence in the 
company’s operating methods. 

The Solution: In each of the seven 
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and Hold Customers 


departments a visible index record 
was established to show: Name, 
catalog number, size, style, descrip- 
tion of every item in that depart- 
ment. Records are posted daily 
from orders shipped, and merchan- 
dise received. The receiving room 
sends copies of all incoming mer- 
chandise records to the department 
stock record clerk. These are posted 
daily. The department stock clerk 
receives copies of all orders shipped, 
and posts disbursements daily. Total 
“on hand” quantities are therefore 
never more than an hour or two 
out of date. Frequent spot checks 
insure accuracy 

Direct wires were established for 
each of these seven department 
stock record clerks, so that sales- 
men and customers can call proper 
departments direct, without the de- 
lay of going through the main 
switchboard. 

This plan increased sales, im- 
proved service to customers, elim- 
inated many back orders, and 
stocks were better balanced. It also 
reduced total inventories, because 
a maximum and a minimum count 
was established for every item car- 
ried in stock. Slow sellers were 
spotted and stocked according to 
demand. Fast sellers were spot- 
lighted, and ordered in quantities 
to insure ample supplies to meet 
demand. 

A promotion folder, prepared by 
the sales promotion department, 
was sent to all customers and pros- 
pects announcing the new service 
to customers. This folder mailing 
brought new customers, and _ in- 
creased sales to old customers be- 
cause it showed how service had 
been improved. 


The Problem: To improve custome: 
service to 65,000 customers of Okla- 
homa Natural Gas Company. Re- 
quests for service (turn-on, turn-off, 
transfers, new business, appliance 
failure or adjustment) were not 
being handled as promptly or as 
accurately as necessary for custom- 
er good will. 

The Solution: First, a new set of 

(Continued on page 26) 
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What Good Customers Exgect 


Of Your Office 


A Check List of Office Services that 
Insure Better Customer Relations 
Prompt answers to all letters and inquiries. 
Invoices ahead of or with shipments. 
Prompt and accurate and complete billing. 
Quick action on telephone orders. 
Simplified returned goods procedures. 


Promotional material mailed early enough for sea- 
sonal planning of events and activities. 


Prompt notification of price changes. 


Parts, supply, and repair lists complete and up to 
date. 


Vigorous tracing and follow-up on delayed ship- 
ments. 


Fewer delays at the will-call desk or dock. 


Prompt notice when shipments are delayed, or 
promises are not to be kept. 


Acknowledgement of all orders, with approximate 
shipping information. 


Quick service on requests for estimates, prices, 
special service, etc. 


Friendly, courteous adjustment and handling of 
complaints, shortages, errors, credits, etc. 


Routing of shipments via quickest, cheapest ship- 
ping service. Attention to customer instructions re- 
garding shipping and delivery. 
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Flexibility of the insurance company's offices is further evidenced by the arrangement of the cafeteria and audi- 
torium. Folding partitions separate the two rooms, but when occasion demands, the two rooms can be made into one 


New Offices 


ENERAL of- 
fice efficiency 
has improved 30 
per cent since 
North American 
Life and Casualty 
Co. moved into its 
new building in Minneapolis, Minn., 
in 1948. 

In addition to its own 250 em- 
ployees, North American has al- 
most a dozen tenants in the build- 
ing, and the experience of one of the 
tenants indicates what improve- 
ments can be accomplished with 
new offices. Nash-Finch Corporation 
was one of the first tenants, and 
its company executives said they 
would need 14,000 square feet of 
space-judging from past experi- 
ence. Surprisingly enough, Nash- 
Finch soon found that 8,500 square 
feet of space was adequate. 

North American and its other 
tenants have likewise found that 
they can get more production with 
less space in the building, although 
North American has been rather 
generous with its space for each 
employee. The company made al- 
lowances for expansion so that con- 
siderable growth can occur without 
any of the tenants being disturbed 

Some of the advantages of the 
offices particularly noticeable to 
North American management are 
much smoother and faster work 


Board room and conference room (above) can be made into single unit, and 
the president's office (below) is large enough to handle most small groups. 
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This view of one of the general office sections indicates 
the spaciousness that is possible with one row of columns 


There is an expensive reception lobby on the first floor, 
but a smaller reception area (above) on the fourth floor 


ncrease Efficiency by 30 Per Cent 


flow and the general betterment in 
the morale of employees because 
of excellent working conditions. The 
company’s former headquarters was 
in an old Minneapolis mansion, and 
space was also rented in three 
downtown buildings. Plans were 
underway for a new building just 
before World War II, but they had 
to be delayed until after the shoot- 
ing was over 

President H. P. Skoglund and his 
associates had definite ideas about 
the type of building they wanted, 
and with the war as an interrup- 
tion, they had plenty of time to 
think about their plans. For one 
thing, Mr. Skoglund wanted as wide 
an area as possible. The result was 
an S80-foot span with one row of 
columns, made possible by canti- 
lever-type construction 

Another idea that was developed 
concerned private offices. The com- 
pany made a study of private offices 
in other buildings and decided to 
create a series of 24-foot spans 
These spans, in turn, would offer 
several combinations of offices: 
Three 8-foot offices, two 12-foot 
offices, or one 24-foot office. Since 
spans are in multiples of four, so 
many different arrangements are 
possible that almost no problems 
could arise as far as private offices 
are concerned 

There is still a liberal amount of 
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Before North American Life and Casualty Company built its 
huge office building, consideration was given to the size 


of general offices and private offices. This story reveals 
how all offices were made in spans for greater flexibility 


floor space for the company’s own 
employees, and North American 
executives have no worries about 
overcrowding in the future. Even 
now, another row of desks could be 
added in some of the general office 
areas without crowding anybody 
When growth warrants 
move, North American can add 
floors to its building. In fact, the 
elevators already have six floors 
shown on the indicators, although 
there are only four floors in the 
building. The main part of the 
building can have four floors added 
and the wing can have eight floors 
added. 

North American apparently has 
run into no problems because of the 
tenants and their 250 employees in 
the building. All the plans for such 
an arrangement were made before- 
hand, however, and problems ap- 
parently were eliminated before the 
big move was made. For example 

' 


such a 


one tenant, the Chamber of Com- 
merce, has its offices on the first 
floor. But there is a separate side 
entrance so that the many visitors 
to the Chamber go directly into that 
office. The other tenants do not or- 
dinarily have a great number of 
visitors, for most of them are sales 
ottices of such companies as Quaker 
and Nash-Finch 

All employees in the building use 
the same lunchroom facilities, but 
North American workers are issued 
cards which entitle them to free 
lunches. Other employees, of course, 
pay a nominal charge. There is a 
second room where any employee in 
the building can have regular table 
service, but there is a charge. A 
large auditorium adjoins the cafe- 
teria, and doors between the two 
large rooms can be pulled back to 
make one huge area when the 
occasion demands 


Continued on page 
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Ins and Outs of Keyman 
Insurance Programs 


Is term insurance a better buy? Comparison of several 


different types of policies. When cash value of key man 
insurance saved a business. Here are pertinent facts to 


guide business in buying insurance protection of personnel 


NUMBER of other articles ap- 
pearing in AMERICAN BUSI- 
NESS have emphasized the prob- 
lem of training executives and, 
particularly, the expense involved 


The life expectancy of these kev 
men for the benefit of the corpora- 
tion may be for a period of 20 to 25 
years, and with the heavy invest- 
ment in the training program, it is 


By Tower Belt 


of insurance to protect the corpora- 
tion's investment. 

One of the primary considera- 
tions is life insurance to cover death 
trom natural or accidental causes 
Also to be considered is a form of 


therewith quite reasonable to think in terms 
| permanent disability cover, but the 


i latter is not as generally purchased 
as the life insurance protection. 
There should, first of all, be a 
real appraisal of the individual's 
worth to the corporation before it 
is decided to purchase life insur- 
ance; then determine the amount. 
We have witnessed cases where 


TABLE I 


Cumulative Cumulative 

Savings Savings the top executive has somewhat over 

Term With 24% With 5% insured himself if one is to consider 

Age Premium Sevings Interest Interest his real worth to the corporation. 

Some people use this route to en- 

35 $ 77.00 $116.50 $116.50 $116.50 hance, they hope, in the public view, 

36 78.80 114.70 234.10 237.00 their importance to the corporation. 

37 80.90 112.60 352.60 361.50 A peculiar situation developed in 

38 83.20 110.30 471.70 489.90 one sizable 

39 85.50 108.00 591.50 22.40 of the depression some 20 odd years 

: ‘ : 622.4 ago. A number of key men had been 

40 87.90 105.60 711.90 759.10 insured, and with the reduced busi- 

4) 90.90 102.60 832.30 899.70 ness activity, the corporation de- 

42 94.10 99.40 952.50 1044.10 cided 

ance. They also decided that if the 

1192.00 individuals insured so elected, they 

pm 192.10 91.40 1190.20 1343.00 would be permitted to continue to 

45 107.10 86.40 1306.40 1496.60 pay the premiums on the existing 

46 112.60 80.90 1420.00 1652.30 policies and, of course, change the 

47 119.50 74.00 1529.50 1808.90 to their 

1en the amount of insurance 

= 1966.00 had been provided on the respective 

pi 134.90 58.60 1733.90 2122.90 individuals became known, there 

50 143.90 49.60 1826.80 2278.60 was a marked dissatisfaction among 

51 153.80 39.70 1912.20 2432.20 the personnel as this or that indi- 

52 164.50 28.90 1988.90 2582.70 to 

ployer ne Was wor 

i 33 176.00 16.90 2055.50 2728.70 000 and perhaps Jones or Smith was 
. 54 189.90 3.60 2110.50 2868.70 worth $25,000 

55 204.60 —11.60 2152.20 3001.00 One of the problems facing a 

56 220.60 —27.10 2178.90 3124.00 large number of organizations is a 

57 238.50 —45.00 2188.40 3235.20 sizable premium outlay. Many feel 

so 25830 2178.30 3997.20 have Interest 

Ss Sté é cas “eserves 4 

86.50 2146.30 3412.30 surance policies but are, on the 


other hand, interested in pure in- 
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When a Key Posttion 7a Vacated a 


How much is a key executive worth to the business? 
How can a business protect itself against loss of keymen? 
Does keyman insurance tie up too much cash? 


How can we cut cost of keyman insurance, yet protect the company? 


surance protection. These corpora- 
tions which do not carry large cash 
balances feel they can make better 
use of their money than can the 
life insurance industry. 

There is, of course, a strong argu- 
ment in the other direction. We 
actually know of some corporations 
that say the cash value of life in- 
surance held by them pulled them 
through the depression. There might 
be the possibility that the manage- 
ments of these corporations had 
anticipated this cash value and used 
it as a reserve, whereas they would 
have followed other business poli- 
cies if they had not been depending 
upon it. 

From the viewpoint of corpora- 
tion life insurance, the objective 
should be protection against the 
death of the individual sometime be- 
fore reaching the age of 60. There 
should be no real economic loss to 
a corporation if the insured individ- 
ual dies after age 60; the prudent 
corporation will have anticipated 
this possibility, and will have 
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trained a replacement. The situa- 
tion in life wherein an individual is 
building up a personal estate is a 
different consideration. 

The use of term insurance will 
supply real insurance protection 
and eliminate the savings feature 
of life insurance. There are only 
some four or five satisfactory term 
policies offered by the American 
and Canadian life insurance com- 
panies with which we are familiar 
Unfortunately, the commission rate 
of this type of policies is compara- 
tively low from the salesmen’s 
point of view, and much argument, 
therefore, is advanced in favor of 
some other form of protection 

The accompanying Table I dis- 
plays the mathematics of the com- 
parison of ordinary life insurance 
with renewable term insurance 

The average net cost per year 
over a period of 20 years, for the 
company selected, is $193.50 per 
$10,000. This allows credit for the 
average dividend return and, of 
course, is not a guaranteed cost 


The second column in Table I 
shows the annual net cost of $10,000 
term insurance beginning at age 35, 
and for each succeeding year ther- 
after for 25 years 

The third column shows the sav- 
ings in cash premium outlay from 
the $193.50. The fourth column in- 
dicates the accumulated savings in 
premium outlay to which has been 
added interest at the rate of 2.5 per 
cent per annum; the fifth column is 
the result of 5 per cent interest 
added 

Most of our readers have seen 
life insurance illustrations, and in- 
variably the loan or cash values are 
emphasized. There is one thing that 
should be kept in mind in this con- 
nection. These loan or cash values 
are not in addition to the face of 
the policy; rather, they reduce to 
that extent the face amount of the 
policy, and it is a case of not having 
your cake and eating it too 

As an example, the company we 
have illustrated in the term insur- 

(Continued on page 32) 
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Better Housekeeping 
For Your Business 


Were are case histories of companies that have 
the importance of good housekeeping in any hind of business 


Chairman Arthur Urick points to clean desk for benefit of Harold Trieschmann 
(left), committee member and assistant cashier, and Loren Cagle, maintenance 


By Wells Norris 


HY Trust and Savings Bank, 


Chic ago, is so conscious of the 


benefits of good housekeeping that 
it has a good-housekeeping commit- 
tee to police the bank 

Organized in late 1947, the com- 
mittee is made up of a chairman 
and eight members, one from each 
of the eight floors in the bank 
Meetings are held periodically, and 
inspection tours both announced 
and unannounced are held when 
the occasion demands 

The inspection tours might be 
announced in the company’s house 
organ, or Chairman Arthur E 
Urick, assistant vice president. 
might make a surprise tour. In any 
case, the chief maintenance man will 
go along, and the committee mem- 
bers will join the group as his par- 
ticular floor is reached. Memos are 
written at the end of the tours, giv- 
ing a report on each floor and list- 
ing the improvements that should 
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be made. A later check is made to 
see that the proper changes have 
been carried through 

The good-housekeeping commit- 
tee has generated plenty of enthu- 
siasm among employees in the bank, 
and this enthusiasm is shared by 
top bank officials. President Mark A. 
Brown found time on a few occa- 
sions to make an inspection tour 
with the committee, and took great 
delight in peering into closets and 
looking for ways to improve the 
housekeeping. In one closet the com- 
mittee found a snow shovel that 
required a little explaining. 

According to Chairman Urick, the 
good-housekeeping committee has 
produced some excellent results. All 
departments have improved their 
housekeeping, and there is a spirit 
of competition which helps. The 
inspection tours have brought to 
the surface a number of gripes that 
had been bothering a few em- 


ployees, and they were immediately 
taken care of -thereby improving 
the morale of the workers con- 
cerned, 

Of course, it might seem at first 
glance that good housekeeping in a 
bank is of much more importance 
than good housekeeping in a manu- 
facturing company or in a sales 
office where few visitors are likely 
to be found. But after giving a little 
more thought to the subject, most 
businessmen undoubtedly will agree 
that good or bad housekeeping in 
an office influences employee morale, 
accuracy, costs, paperwork produc- 
tion, and the degree of waste. 

One office manager recently told 
of a case in which one company lost 
details of a gigantic contest plan 
because of poor housekeeping. The 
contest material was strewn out on 


Central files at Scully-Jones were 
cut by office manager Arch Johnston 
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RESULTS in 


desk tops after the office was sup- 
posedly closed, but a man from 
a rival company stopped by, and 
an employee working overtime 
thoughtlessly let him in “to look 
over your nice offices.” 

In another company, an order 
for a new tux was buried under a 
pile of papers while the customer 
fumed because he did not receive 
the outfit in time for his daughter's 
wedding. 

There are dozens of other similar 
examples——all involving loss of val- 
uable customers or valuable papers 
because of poor housekeeping. 

There are also many examples of 
companies paying higher mainte- 
nance costs because of poor house- 
keeping. In fact, two different 
firms in the same building in Chi- 
cago compared maintenance costs 
recently and were astonished at the 
results. One company was paying a 
great deal more .money than the 
other to the same maintenance out- 
fit, even though the amoun: of space 
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Lower Costs 
Higher Morale 
Waste Reduction 
Greater Accuracy 
Increased Output 


used by both companies was about 
the same. It was eventually revealed 
that the firm with low maintenance 
charges had no cluttered areas that 
would slow up a janitor, and floors, 
files, and radiators were kept clear 
Too, the offices were not broken up 
into numerous sections, and the jan- 
itors had a more or less clean sweep 
of the floors 

The company with high mainte- 
nance costs, on the other hand, had 
telephone books, packages, refer- 
ence books, supplies, and other office 
necessities cluttering up the floor, 
window sills, radiators, and filing 
cabinets. Janitors spent almost as 


Continued on page 


Girls in the customers’ service de 
partment at Bauer & Black (left) have 
just the equipment and papers relat 
ing to the job at hand. Offices of 
Alcoa in Chicago (below) have steel 
and glass partitions as separations 


—— 
i 
15 


General Mills offers a 15-week course called Flour Business which broadens an employee's grasp of company operations, 


and a second course is called Basic Milling 


This latter course lasts 2 years and is slanted more to a certain group 


Too Many Specialists—Not Enou 


This is the sixth and last in a series on the current execu- 
tive shortage, and this windup story reveals what several 
companies have done to make managers instead of 


specialists out of talented men 


ith the exception of certain 

W types of engineers, it Is not 
too ditcult to fill almost any va- 
eancy if you want specialists. But 
try to hire a man skilled and ex- 
perienced in general management, 
able to assume heavy responsibil- 
ities and produce results. He is a 
rare bird in almost every category 
of business, large or small 

This is the reason why so many 
companies have set out to. train 
management men, bringing them 
up from the ranks through long 
and costly programs to develop ex- 
ecutive talent for tomorrow 

The need is for men who know a 
particular business from raw mate- 
rials, production, transportation, 
distribution and finance, to public 
relations, labor relations, and com- 
munity relations 


It could easily be asserted that 
no one man young enough to be 
active in management could master 
all these complicated phases of man- 
agement. He must turn to special- 
ists. Yet, without a reasonable fa- 
miliarity with all these factors, he 
becomes the prisoner of his spe- 
cialists; he can move no faster than 
they move. If they are progressive 
skillful, and aggressive, all well and 
good. But if he must cope with spe- 
cialists who are somewhat jaded, 
who are waiting for retirement, 
men who hesitate to experiment, 
plow new fields and break new 
ground, he is hemmed in at every 
turn 

One approach to the problem is to 
add a new skill to certain groups of 
men each year, in the hopes that 
one additional skill will open the 


way to further training. At West- 
inghouse Electric Corp., one phase 
of training is to take a basic prob- 
lem and set up a course in it-——not 
to create specialists, but to broaden 
a man’s acquaintance with vital 
company problems as a first step in 
more general training and experi- 
ence. 

At Westinghouse, materials han- 
dling costs an estimated $100 mil- 
lion a year. In an attempt to reduce 
this cost, the company is operating 
a training course in materials han- 
dling open to selected representa- 
tives in all departments of the plant. 

Westinghouse offers a 12-session 
course consisting of weekly 2-hour 
sessions, filled with lectures, mo- 
tion pictures or slide films, and 
a discussion period. Printed matter 
to supplement lectures and other 
forms of training is distributed at 
meetings. 

As the course progresses, class 
members are required to undertake 
a materials-handling project in their 
respective departments and work 
it through to completion. 

Discussion topics include plant 
layout, problem analysis, improve- 
ment techniques, equipment, in- 
process handling, packaging, stor- 
ing, and other subjects of impor- 
tance. The course is presented by 
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Westinghouse Electric sets up courses that will acquaint employees with basic company problems, and there is also a 
training course that is expected to help cut the staggering $100 million that is spent on materials handling each year 


Top Executives 


R. W Mallick, a staff engineer 
from the executive department. 

General Mills has a course which 
it calls Flour Business, planned to 
give a broad view of flour opera- 
tions from the selection of wheat 
through distribution. Another 
course called the Basic Milling 
course, for people with direct, pro- 
fessional interest in milling, is a 
2-year course, consisting of four 
units. The Flour Business course 
requires 15 weeks. 

In May 1951, a combined total 
of 119 General Mills people “gradu- 
ated” from the Flour Business 
course and units of the Basic Mill- 
ing course. 

RCA Victor division of Radio 
Corporation of America recently 
announced that two young engi- 
neers (specialists) will begin 2- 
year courses of study at the Har- 
vard Graduate School of Business 
Administration in September 1952 
While at Harvard, both men will 
continue to receive full employee 
benefits, including pay at present 
levels, insurance, and sick benefits. 
The company will also pay costs of 
tuition, text books, and travel. 

These two young engineers—both 
are 29—-were selected by a commit- 
tee of management representatives 
from among more than 30 candi- 
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By Eugene Whitmore 


dates for the awards. Candidates 
were chosen on the basis of per- 
formance, aptitude, character, train- 
ing, and experience. All were be- 
tween 25 and 30 years old 

The awards are in keeping with 
RCA Victor's established policy of 
developing promising young em- 
ployees for greater management re 
sponsibilities in the future. One of 
the men is an electron tube engi- 
neer, a graduate engineer, having 
studied at Brooklyn Polytechnic 
and Stevens Institute of Technol 
ogy. The other is a design engineer, 
a graduate of University of Ne- 
braska, in electrical engineering 

In planning any development pro- 
gram to provide a business with a 
future supply of top executive tal- 
ent, it should not be assumed that 
every executive who has reached 
the middle-forty mark in years is 
ready for retirement or replace- 
ment. More and more personne! 
men are coming around to the idea 
that a man's age is not so much a 
matter of calendar years, as it is 
the man’s ability, both mental and 
physical, to keep on the job 

However, one more requirement 
should be added to this appraisal 
Is the middle-aged executive's men- 
tal attitude sound? Is he progres- 
sive? Is he willing to test, experi- 


ment, and try new ideas, to accept 
the countless changes that occur in 
the development of any business. If 
the answer to these questions are 
yes,” he may be good for years to 
come. But that is no reason why 
we should postpone the problem of 
preparing a man to replace him 
when the time comes 

One of the many advantages of 
a sound executive development pro- 
gram is the effect-- the constructive 
effect. it often has on executives 
who may have begun to become 
slightly smug or self-satisfied. When 
they see younger men tabbed for 
higher positions, with a sound train- 
ing program in action to prepare 
them for these positions, the old- 
timers are reminded that they can- 
not rest on laurels 

Several managers of executive 
development programs have ex- 
plained in considerable detail that 
these programs have had the effect 
of tightening the entire organiza- 
tion. One man told of a certain 
executive who had begun to coast; 
he took considerable time off; he 
was inclined to come in late and go 
home early; more and more of his 
work was being passed on to others, 
and he was gradually losing touch 
with his own department. When the 

Continued on page 38 
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Work in the billing department at Minnesota Mining is speeded by a series of conveyor belts. This phase of the opera- 
tion shows girls using key punches to code cards, which will be transported to the tab room in the rear of picture 


ons Help 


Billing System To Even Work Flow 


INNESOTA Mining & Mfg 
Co.'s recent move into its new 
$3,000,000 office building in St. Paul 
Minn., has already enabled them to 
realize a great many economies 
First of all, the new building 
made it easy for a completely new 
system to be installed in the billing 
department. A series of conveyors 
made by Island Equipment Corpo- 
ration is used to speed up the tabu- 
lating operation. File clerks simply 
pull punched cards from large files 
alongside attach the 
ecards to shipping tickets, and drop 
them on the belt. The papers are 
earned on through a series of oper- 
ations, including key punch stations 
lined up on both sides of one con 
vevor. The final stop in the conveyor 
system is the room where actual 
billing sheets are automatically 
printed on tabulating machines 
made by International Business 
Machines 
Compared to the old system of 
pulling cards and then carrying 
them physically from one stage of 


conveyors, 


1S 


the billing procedure to another, the 
new conveyor system evens out the 
flow of work and enables employees 
to spend more time on productive 
work. When cards were transported 
to various stations physically, there 
naturally were work peaks and lulls 
as cards were lumped together to 
save trips from one station to an- 
other 

While the new office building 
made installing new systems more 
convenient, there were certain ma- 
jor points that were kept in mind 
as the building was planned. These 
points included (1) expandability, 
(2) flexibility, and (3) mobility. 

Now that the 3M building is oc- 
cupied, it is interesting to see how 
these points have paid off. The first 
point, that of expandability, was 
important because the number of 
employees at 3M has doubled about 
every 5 years. More employees, of 
course, can be adequately housed in 
the building now without over- 
crowding, but two additional floors 
can be built onto the current build- 


ing, which has five floors and a 
basement. The two additional floors 
are already shown on the elevator 
indicators 

An increase in the number of em- 
ployees and in the number of floors 
at 3M would likewise require more 
elevators, so provision has been 
made for an additional passenger 
car to be added to those in use 
now. The single freight elevator 
could still handle any additional 
work. 

As far as flexibility is concerned, 
the entire office area can be com- 
pletely re-arranged if necessary. 
There are no permanent supporting 
or dividing walls in the office areas, 
all separations being Hauserman 
partitions that can be moved at a 
minimum of expense. Some of the 
partitions have been filled in with 
tile at the top to give more privacy. 
The over all layout of the building 
is fairly simple too, for each floor 
is divided by a single central corri- 
dor into two wings. 

Continued on page 40) 
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Are you losing money in your office every day? 


metal business 
furniture is @ 
GOOD investment 


GF Co. 1952 


, PRESENT OFFICE FURNITURE 
may be costing you money every day 


GF modern metal busines. furn 
ture frequently pays for itself in a 
short period of time by increasing 
the productivity of office employees 
even though they put forth no greater 


amount of human energy. 


Super-l ther — the mechanized file 
Coodform Aluminum Chairs, cor- 
rectly adjusted to the individual. and 
Mode-Maker desks. properly adapted 
to the ean frequently be used 
tovether to show astounding savings 
in dollars and cents. not to mention 
improved employee health and me 


rale and increased customer prestige 


Ten vears is the normal period 
during which office furniture is 
charged off as an expense. In that 


period each office employee costs you 


1902 


an average of in 
salary, floor space cost and general 
overhead. Isn't it a wise investment 
to spend | to 2 of that $30,000 
lined expense to provide goo! tools 
for vour ofltee « mplover and itisure 


, 


a bigeer return on your money 


Lsually GE modern metal business 
furniture pass for itself in a short 
period of time and provides big divi- 
dends thereafter. Not the least of 
these dividends is a fine. smart and 
modern appearance that makes you 
and your employees proud to work 
in such an and favorably im- 
Presses customers, 

Learn whether or not good metal 
office furniture is a conned investment 
for vou. Call vour GE distributor for 
the facets or write The General Fire- 
Department 
Youngstown 1, Ohne. 


proofing 


FIFTY YEARS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


METAL FILING FQUIPMENT GF STEEL SHELVING 
19 


MODE-MAKER DESKS GOODPORM ALUMINUM CHAIRS 
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Specialists Go Back to School 
To Get Over-All View 


When 33 executives gathered at Northwestern University 
during the summer, they were specialists who wanted to see 
the entire management picture. School is so successful that 
the director warns that promotions should be available when 
‘students’ return, for they are prepared for bigger things 


By Marilyn French 


XERCISES in playing presi 

dent” describes the class work 33 
executives completed at Northwest- 
ern University's Institute for Man 
agement on July 26 


The unique school takes men in 
the second and third echelons of 
management, all specialists in some 
phase of business, and attempts to 
prepare them for top-level respon- 


sibilities by giving them a broader, 
over-all point of view. In the cur- 
rent executive shortage, the Insti- 
tute has proved valuable in doing 
this job faster and at lower cost 
than most companies could do it 
themselves 

“Most of the men companies send 
have been tapped on the shoulder 
by their president or board chair- 
man as top men in their companies 
eventually,”” according to Richard 
Donham, director of the Graduate 
Commerce Division at Northwest- 
ern. “By its very nature business 
has had to develop specialists, but 
there comes a day when a company 
must bring someone up into the 
over-all management level. There is 
a vast difference between being 
sales manager, for instance, and be- 

Continued on page 42) 
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can Cut your clerical costs 


Will sarrer 


A few of the practical topics 
this 40-page booklet discusses 


How to cut out waste motion 
How to multiply your floor space 
Follow-up systems that work 

Filing to find with speed and accuracy 
When to cross-reference 

When to file by location 

When to file by subject 

Whot about file expansion? 

Who should make decisions about filing? 


r 
Yes, you can save real money by having just the right filing method 


in every department of your business. For the major part of filing 
cost is clerical time—and the methods detailed in this book can cut 


clerical time appreciably —for you. 


In short, here ready and waiting for you is the concentrated experi- 
ence in filing of Remington Rand . . . for 58 years the world’s leader 
in filing systems and equipment. You can't afford to be without 


your copy. Use the handy coupon—now. 


Remington. Fland 


THE FIRST NAME IN BUSINESS SYSTEMS 
Management Controls Library, Room 1299, 315 Fourth Avenue, New York 10 


Yes, I'd like to have a copy of your book on filing, LBV 396 


Name __ Title 


Company 


Street 


_State 


Zone. 


August 1952 


= 
| for this 
FREE | 
| 


long range security is provided by Gillette's record in 
ventory library, and a great deal of space is also saved 


Gillette microfilms various records weekly and monthly, 
and an operator is shown here filming accounts receivable 


Gillette Guards Against Loss 
Of Records in Disaster 


Neither fire, flood, explosion or invasion would prevent a 
quick resumption of business at Gillette's, because all-im- 


portant records are microfilmed, indexed, and stored in a 


safe place that is some distance from home office in Boston 


HAT would you do if you came 
work one morning and 
found that your business wasn't 
there” If, in it’s place, there 
was merely a pile of rubble or a 
jumbled mass of silt and water 
Would you 

where to 


soaked equipment? 
know what to do 
start” You would, if you had taken 
precautions and had a plan like that 
of the Gillette Safety Razor Co 

The beginning of the Korean 
War, which forced the thought of 
security and the protection of vital 
records to the fore in the minds of 
American executives, found the Gil 
lette Safety Razor Company in the 
midst of a comprehensive survey of 
This sur 


vey, authorized by the controller's 


its voluminous records 


division, meant going back through 
vital records dating from the ear 
lest days of the 50-vear history of 


the company 


In the process of finding out just 
what records the company had, in- 
ventory forms containing complete 
descriptions of the contents of each 
file were set up, so that a compre- 
hensive record retention program 
could be worked out. A study of the 
problem established the advantages 
of microfilming 

Merely to save floor space, Gil- 
lette had begun microfilming gen- 
eral correspondence and accounts 
payable records using rented equip- 
ment. In the light of the new evalu- 
ation of the importance of micro- 
filming records, Gillette purchased 
microfilming equipment, and began 
an extensive program of reproduc- 
ing Vital records 
In addition to the normal desire 
to maintain intelligent operating 
procedures, officials of the company 
were concerned with what they con- 
sidered the responsibility of man- 


agement. responsibility of a 
business to its stockholders and em- 
ployees in the event sudden destruc- 
tion should overtake its plant 

Consequently, a chief concern 
was the saving of important for- 
mulas, chemical hardening 
processes, drawings and production 
records. Financial and legal records 
also would be vital to the resump- 
tion of any business——and the pro- 
gram sought to retain all the rec- 
ords necessary to start the company 
in business again in the event o 
any interruption 

In the legal department alone, 
over a half million documents must 
te filmed. But current-records 
microfilming program is being han- 
dled right along with the accumula- 
tion of old records. Gillette's three 
microfilm clerks are filming about 
600 invoices daily and almost the 
same number of checks. By filming 
checks directly, the checks them- 
selves can be used to post cash re- 
ceipts to customers accounts, elimi- 
nating the necessity for making a 
listing to be used by the accounts 
receivable department 

Gillette officials also decided that 
merely filming old records would 
ot be sufficient. They realized that 
the records must also be kept up to 
date to make sure that the latest 
complete picture would be avail- 

Continued 
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It's here! New Bruning Copyflex 14 


First desk-side machine for copying any size office form! Typical COPYFLEX reap sovtags 


Speeds Ordering, Invoicing, Production Control, 
Accounting, Purchasing, Shipping, Reports! 
Now, for the first ume, with the new Bruning COPYFLEX 14's 
greater width—20 inches—you copy amy office form in seconds 
What time you save! COPYFLEX handles paperwork so much faster 
What efficiency you gain! COPYFLEX eliminates wasteful manual copy- 
ing, lets you use skilled employees for other duties. What money you 
save! COPYFLEX usually 1s the lowest cost way to quickly make 1 to 
100 copies of practically anything drawn, written, typed or printed on 


ordinary translucent paper 


ONLY COPYFLEX 14—of all desk-side copying machines—gives you 


1. 20° width! Copies even large 
~ reports, or two ordinary forms 


simultaneously. Separates and 
returns originalsautomatically 
2. No installation! No fumes 
so no exhaust ducts are needed 


The “14° as mobile, rolls to any 
work -site 


Specialists in copying since 1897 
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rc 3. Copies even opaque origi- 
nels or forms printed on both 
sides, using Bruning'’s exclu 
sive Reflex Film 


led bineti 


- q 
of speed, volume, low-cost. 
Cog ves thousands of large or 
small, different originals daily, 
at an average cost of only 2¢ 
per sq. tr 


Mail Now for tuti, 


money-saving COPYFLEX story! 


Copyllex 14 


1. COPYFLEX saves lite insurance com 
pany $100,000 yearly via 

|Ssing syste 

2. COPYFLEX sat 

$15,000 


producing 


*Names on request 


COPYFLEX 14 makes exact, error- and smudge-proof 
copies delivered in seconds—flat, dry, ready-to-use 
There are no masters or stencils, no inks to soil hands, 
no darkroom, no fumes, no special room lighting, no 
high-priced operators. Anyone can learn tocopyin $min- 
utes. Streamline your paperwork with COPYFLEX. Mail 
coupon to Charles Bruning Co., Inc. Teterboro, N. J 


— — CHARLES BRUNING COMPANY, INC. — 
Dept. 082, Teterboro, N. J. 

| (J Send me free booklet on CopyFLEX 14 

| Show me CopyYFLex in action (no obligation) 


Company 


Name Title 


| Street 
City State 
—— “OFFICES IN PRINCIPAL CITIES™ 


Set 
" 4 
~> 2 4 Fi 9 J 
4 
A 
= 3. COPYFLEX speeds manufacturing 
stops errors, for large metal tabricator 
via production trol syste 
4. COPYFLEX saves national merchan 
diser $25,000 in six months by tring 
clerical work in hall, 
| 
- | 
2° 


in the left foreground. Waist-high partitions separate working areas here, but other floors have no separations 


Frere! 


HERE is not a 
single private 
office in the huge 
home-office quar- 
ters of the Saint 
Paul Companies, 
St. Paul, Minn., 
even though top 
executives of three insurance or- 
ganizations have offices there. 

The only rooms with any privacy 
are the conference rooms on each 
floor; otherwise, all employees from 
the presidents on down are in full 
view of anybody walking through 
the offices. Some of the chief execu- 
tives, including the chairman of the 
board, have offices on the first floor, 
directly across from, and in full 
view of, the information desks 

Other top executives have their 
desks near the department they 
head. These executives have Shaw- 
Walker conference-type metal desks 

~ and are seated only a few feet from 

the employees who assist them 

. There are no enclosures or parti- 

\ \ tions of any kind surrounding these 
officers. 


9 — 
This space is occupied by some of the top executives of the Saint Paul A total of 1,280 employees work 


Companies, and a small conference area is behind the partition at left (Continued on page 45) 
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Announcing a new Burroughs sales policy— 


Now you can buy 


Burroughs adding machines 


and cash registering machines 


Burroughs now, for the first time, will make its add- 
ing machines and cash registering machines available 
through dealers in communities in all parts of the 
United States and Canada —as well as through its own 


sales offices and representatives. 


This new policy stems directly from the rapidly ex- 
panding needs of business. Today more people are 
using business machines—and more businessmen 
need figuring machines—than ever before. Burroughs 
is answering this challenge with the highest produc- 
tion rate of precision-built products in its history. 


To make this greatly increased production conven- 


iently available to more people, in more places, 
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from your local dealer 


as well as from your 
Burroughs representative 


BURROUGHS ADDING MACHINE COMPANY, DETROIT 32, MICHIGAN 


WHEREVER THERE'S BUSINESS THERE'S Bu rroughs 


Burroughs is supplementing its own selling organi- 
zation by appointing a coast-to-coast network of 
carefully selected dealers. 


The extensive line of hand and electric models sold 
by dealers will carry the standard Burroughs guaran- 
tee—and the Burroughs factory-trained service organ- 
ization will be available to maintain these machines 
on the same basis as those sold through Burroughs 


branches. 


Wherever you are, you'll find it easier than ever to do 
business with Burroughs. So whatever your adding 
or cash registering needs, look first at a Burroughs. 
Simply call your nearest Burroughs office, or see your 
local Burroughs dealer. 
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Better Office Service to Win Customers 


ifinued f 


vas made, includ 
a mi card, with address on 
This card include 
address, account number, 


meter type ize and number, plus 


ing 


the visible edge 


correct 


a continuous record of service calls 
A second card contains all the above 
data, plus deposit information. A 
third record is a trouble card made 
at the same time 
Clerks, equipped with telephone 
headsets, are assigned to certain 
sections of the record, which is 
maintained in Kardex files. Each 
clerk services approximately 22,000 
customers. The clerk receiving the 
refers to the drawer contain 


the customer card, and from 


lIlustrating Case No. 1, 
on the customer's Sunchex, 


Punched cards must be sorted after they have been veri- 
fied for accuracy, and tabulations are made automatically 


26 


dealer records amount of charge 
and she then signs the card 


data received from the customer 
writes the order without delay. This 
one writing completes the necessary 
paper-work so that in one conversa 
tion with the customer the work- 
man's slip is made out, checked 
against the permanent record to in- 
sure correctness of address, type of 
This work slip goes to 
the man making the change. He 
returns it to the department when 
the job is completed 

Three clerks handle approximate- 
ly 300 calls daily. One typist does 
all the typing necessary, keeps a 
log of new service orders, and takes 
overflow calls at her desk telephone 
Only nine persons are required for 


meter, ete 


The signed ‘‘Sunchex 
office by the dealer, and charges are keypunched in card 


KEEP THIS 
SUNCREX | 


the customer service department 

Keystone of this efficient system 
is the original list, accurate and 
easily accessible; second important 
point is the continuous maintenance 
of all facts concerning customers, 
equipment in use, and a complete 
record of service calls 


The Problem: Delays to shipments 
caused by holding orders in the 


credit department while records 


is mailed to the nearest accounting 


THIS 


- 


Final statement and remittance cards look like this, and 
the customer simply mails her check with portion at right 
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‘There used to be the devil to pay on payday 


Payroll deductions can raise old ned with any clerical 
staff... unless the petty details are kept on the straight 
and narrow. 

But as more and more firms are discovering, the 
simplest, most economical way to take the daze out of 
paydays is the McBee Payroll Poster. That goes for firms 
with 30 employees or 3,000, firms in every kind of 
business. 

The Payroll Poster provides a complete record for 
each employee—from check to journal to the individual 
employee's record card—all in a single writing. By com- 


bining three steps in one, the Payroll Poster saves time 
and minimizes the error hazard. No specially trained 
operators are needed. Checks and forms are fitted to 
any existing payroll procedure. 

McBee’s Payroll Poster today reels off payrolls for 
companies like General Electric, Certain-teed Products, 
Sherwin-Williams, Kaiser Aluminum and Chemical and 
Stokely Van-Camp. 

Let the McBee representative near you show you how 
the McBee Payroll Poster can speed your own complex 
payroll work. Ask him to drop in. Or write us. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort — The Marginally Punched Card 
295 Madison Ave., New York 17, N.Y. Offices in principal citie 


The McBee Company, Ltd., 11 Bermondsey Road, Toronto 13, Ont 
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were checked and references in- 
Lalk to the vestigated. Due to a shortage of 


4 @ help there was considerable delay 
in handling orders 
The Solution: There were really 
three solutions to the problem 
rp 


First: A careful analysis showed 
that less than 5 per cent of orders 
were actually from customers whose 
credit was doubtful. Something 
approaching 90 per cent of orders 
were received from old customers, 
whose credit was in no way doubt- 
ful. Yet the entire batch of orders 
received each day, was routed to 
the credit department for approval 
The mere handling of this volume 
of orders swamped the credit de- 
partment. Yet management was un- 
willing to add to overhead by em- 
ploying more help. It was decided 
to make a quick check of all orders, 
from a visible card system, sorting 
out only the new and known doubt- 
ful orders. All others were passed 
on quigkly to order filling and ship- 
ping. The list of approved credit 
customers is maintained on a cur- 
rent basis by constant additions. 
But as an added precaution the 
credit department receives a copy 
as in the case of Bayonne Steel 1 roducts 
; out and stopped, in case a credit 
W'' an Autograph: nena ve lls on you, he brings precaution is necessary. 
The second solution was to pass 
: : te all orders through to shipping, but 
on. Often we encounter cases lke the following = 
send the credit department a copy 
of the orders for checking prior to 
shipment. This eliminated holding 
of orders and the delay in the credit 
department of all approvable or- 
ders. The previous trouble was that 


with him tl know 


forms that this Company |! 


In making a call on the Bayonne Steel Products Co (whe 
distributors), of Newark, No J Woody" Calame, one of ot 
otieed that Warehouse Requisitions and Invoices were typed 


ly The volume of unnecessary, repetitive w rk prompted 


to show the office manager a form we had recently 


the entire 


lesigned for @ paper box manufacturer, in whicl ALL orders—both good and bad 


Factory Order, the Customer's Acknowledgment and the Invoice were delayed in the understaffed 
ted that credit department. 

As now operated the plan permits 

the orders to be written, passed on 

ly s the sugges woul to order filling, and work to start 

tt ; t me required to process orders. Actu toward shipment without delay. 


were combined for a single typing operation. He sugges 
meht be apphed by Bayonne Steel Product 


mean 
experience proved that this saving was cumulative in effect, and Before shipments are ready the 
that other bene could be traced he new metho very small percentage which are 
the abilit srocess orders more quickly resulted marked for holding by credit de- 

k waiting time.” partment can be stopped. 

The third solution is one in use by 
Plough, Inc., Memphis, Tenn., drug 
lea for you, to contact our nearest and sundries house. This company 

iy ss has an established policy of ship- 
ping any first order, up to the 

s. No obhigat f course | amount of $36 even though no rat- 

ing appears in credit manuals. All 


| that is required is that the customer 
has established himself in a busi- 
¢ pusiness FORMS | ness and has a printed letterhead, 


billhead, or some other printed evi- 
AUTOGRAPHIC REGISTER COMPANY dence of his name, firm, and ad- 
Hew dress. This plan has never increased 


the company’s credit loss record 
pan) 
_ a ) =-—1 Losses are less than one-fourth of 


) = \ 
— 1 per cent despite this unusually 
liberal credit policy. 
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This picture can 


cut your office overhead... 


...if you see the 


dealer who features 


The picture shows 
with Steelcase furnitu ir Stee 
ture into benefits for you. He ¢ 


uable floor space speeds up Ww rk fi 


morale. Steelcase is more than a1 
engineering. Interchangeable, st 

flexibility to changing work requir 
and finishes make surroundi 


lings 
signed for comfort and convenience 


on economical office engineering. See hu 


Voy Look for Steelcase in the classified 
section of your telephone direciory. 


For new ideas in office planning, write for ‘Tooling Up Your Office"’ STEE LeASe 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan Pe 
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we dealer can translate that pi : 
how you how Steelcase save 
trie ts a principle of efficient 
irdized parts pr le complete 
ent Beautifu colors 
re attractive. Evervthing is de 
Your Steelcase dealer is an expert 
' 


plete 


Consult 


Offices in 


your 


« 


The com 


Charles R. Hadley Company 


Manutacturers of Business Forms 
and Systems 


EASY 
CHANGE! 


The EVERLASTING 


interchangeable 


ORGANIZATION 
CHART 


MANAGEMENT CONTROL CHARTS CO. 


UniSpred is the “Write-it-Once” 
method of making all types of 
COMPArative reports 
Current report (or statement) 
is merely linked to the previous 
report. Aca thick of the finger all 
are spread night orlete co give direct 
eee 
ASK YOUR ACCOUNTANT OR SEND For 


IT’S ALWAYS UP-TO-DATE ) 


use it’s $0 
beca 10 


OTOR' ORPO 


There’s Nothing Like It For 
SIMPLICITY OF MAINTENANCE! 


Obsolescence is no problem to users of 
the Everlasting Interchangeable Organiza 
tion Chart. When changes in personnel 
occur your secretary can correct this chart 
instantly merely by typing the names on 
paper strips and inserting them under the 
plasuc windows. No costly re-drafung! 


Case No. 6 


The Problem: Delays in filling ‘will 
call” orders, a large percentage of 
which were for waiting 
Customers complained that it 
much time fill 
tomer trucks waited in line, and a 
traffic jam was created. An attempt 
was made to induce 
mail or telephone orders in advance 
indicating a time schedule for the 
arrival of their pick-up trucks 
this was only partially 
Many customers declined to go t 
this extra “bother Yet they ex- 
pected quick service in filling their 
orders when their trucks called 

The Solution filled 
from a three-story warehouse, parts 
of which were several hundred feet 
distant from the ‘“‘will-call” delivery 
dock. The ‘‘will-call” or “customer- 


customers 


took 


too to orders: CuSs- 


custon 


rs 


successful 


Orders were 


No delays Your 
date 


chart is always 


from the chart. Sizes to fit 


Write or phone Michigan 2-6564. 


UNIS PRED 


comparison of monthly totals or 
accumulated totals. The reports 
space automatically to reveal only 
the columns of figures for com- 
parison. UniSpred reports tele- 
scope to the width of a single sheet 
when not in use 


LLUSTRATED FOLDER 


Cherles 8. Hadley Company, Dept. 9 
330 N. Los Angeles Los Angeles 12, Calif. 
lease send me full details on Hadley UniSpred. 

My name 
Firm name 
Address 
. 

State 


up-to- 
Sharp prints may be made directly 
any organiza- 
tion structure. Send for 4-page illustrated 
folder No. 8A and list of prominent users. 


1731 N. Wells St. 
Chicago 14, Ill. 


waiting” clerk was equipped with 
an intercom station, connected with 
all floors. Upon receipt of an order 
he calls the order to the different 
departments. Work has been ar- 
ranged so that there is always an 
order picker available to start work 


on the “customer-waiting™” order 
immediately 

While the order is being filled 
the clerk checks with the credit 


department. Merchandise is assem- 
bled at one point, packed and de- 
livered to the waiting truck. 


Illustrating Case No. 2, C. S. Kelley 
listens to call over monitor on desk 
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MIMEO-BOND 


= | HAMMERMILL MIMEOGRAPH PAPER 
¢ 


LOOK FOR THE WATERMARK iT IS : 
HAMMERMAL'S WORD OF HONOR TO THE PUBLIC 
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pAMMERMIL, | 


on each which vou can prod 
sopies from a single stencil 
Send the coupon for »-t ite 
\ helpful Hammermill ide 
’ You can obtain business printing on 
 Hammermill papers wherever you see this 


GUILD 
ces shield on a printer's window. Let the Guild 
; sign be your guide to printing satisfaction 


ost cost ME A SALE. 


mM 
ow OUR SALES 
DABLE PRICE 


sample book. We'll include the 
' 


r Stencil Cx pies ” They're free 


| 

“THAT BLURRY pric List ALM 
Ive SEEN TO IT THAT 
CUSTOMERS RECEIVE CLEAR, 
ON HAMMERMILE mimeo- BOND! 
= ten price lists, bulletins and other mimeog 
ice 9,000 or m 
Blammermill Paner Com BSS j 
1467 Bast Laie Re 4, Erie 6 . | 
| Position | 
| 
—-----—---4 
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Ins and Outs of Keyman Insurance Programs 


f‘ontinued m page 1% 


ance would have a cash value of 
$3,630 at the end of 20 years; it 
would be $4,570 at the end of 25 
years. However, in order that the 
corporation capture this benefit, it 
is necessary to terminate the policy 
or, at least, to borrow thereon and 
“your” money | 
insurance be pur- \ Cash Cash 
Company Value Premium Value 


TABLE II 


pay interest on 

Should term 
chased, the face amount of the pol- 
icy in effect is $10,000, and the com- 
pany has an accumulated value as 
indicated that belongs to them and 
which they do not lose in the event 
of the death of the insured. In 
lesser amounts, this same compari- 
son holds true 

All of these illustrations exclude 
the effect of Federal income taxes. 
There are a number of illustrations 
based on our present tax laws, to 
indicate that this or that may be 
accomplished as a final net result 
taxwise. One trouble with these is 
the fact that the tax laws may 
change, and then the life insurance 
program is substantially upset. 

The term insurance we have il- 
lustrated may be continued as a 
term contract up to, and including, 
age 65; also, it has the advantage of 
being convertible to other forms as 
late as age 55 


Premium 


$5571.80 
5774.30 
6300.00 
5484.00 
5848.00 
6195.60 
6115.30 
5527.30 
6011.60 
5580.00 
5879.70 
5812.00 
6200.20 
5883.50 
5988.70 
6095.30 
5562.00 
6100.00 
5739.50 


$4520.00 
4242.20 
4510.00 
4637.80 
4662.90 
4590.00 
4385.40 
4460.00 
4586.30 
4520.00 
4586.30 
4385.40 
4590.00 
4510.70 
4590.00 
4570.00 
4535.70 
4670.00 
4637.80 


$3869.60 
3889.30 
4420.00 
3789.80 
4104.40 
4313.50 
4195.00 
3787.30 
4031.40 
3758.00 
4036.60 
3916.00 
4438.70 
4003.80 
4253.40 
4164.60 
3718.00 
4191.60 
3833.60 


$3630.00 
3348.50 
3620.00 
3708.30 
3807.20 
3720.00 
3517.50 
3610.00 
3714.80 
3630.00 
3714.80 
3517.50 
3720.00 
3624.40 
3720.00 
3670.00 
3635.20 
3810.00 
3708.30 


It is to be noted that almost all 
life insurance companies have avail- 
able term plans of five, ten and 
fifteen years but there is a further 
requirement that they must be con- 
verted within a limited number of 
years to some other form. In other 
words, the policyholder in those 
cases does not have the option of 
recognizing economic conditions at 
the time and must purchase the 
higher priced cover or be without 
the insurance 

Many people are of the impres- 
sion that insurance rates are stand- 
ard among all companies and that 
the principal difference between 
companies is the choice of the agent 

Unfortunately, this is a miscon- 
ception and in the accompanying 
Table II, we have picked at random 
a number of life insurance com- 
panies and have indicated the com- 
parative results for $10,000 policies ; 
we have shown the results for pol- 
icies issued at age 35 and also at 
age 45 after the 20 vear payment of 
premium in each case. The columns 
indicate a total payment of pre- 
mium after allowing credit for divi- 
dends for 20 years and then in the 
adjoining column the cash value at 
the end of the 20 years 
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New Offices Increase Efficiency 


Continued from page 11 


There is a small conference room 
on each floor, and North American 
also has a board of directors’ room 
and a large conference room, the 
two separated by a sliding wall. 
Thus, one mammoth conference 
room can be easily arranged when 
required. A kitchen adjoins the 
conference room, and meals are 
often prepared when meetings run 
into the lunch hour. 

When the building was being 
planned, North American manage- 
ment decided to have special execu- 
tive desks built. Knoll Associates, 
Inc., designed a light-construction 
desk that fitted in with the modern 
look of the building. President Skog- 
lund has a desk that really is more 
like a small conference table, and 


it is often used for small meetings. 
Desks and equipment in the general 
offices are regular metal models. 

Of the many practical ideas in 
use in the building, there is one 
that makes the mail handling oper- 
ation much simpler. Lamson con- 
veyors carry mail to the various 
floors after it has been sorted on 
the first floor. In this way, messen- 
gers do not have to run up and 
down between floors. 

The building itself, with employee 
cars hidden from view in the rear, 
is an eye-catcher for passing motor- 
ists. It has a great deal of window 
space, and is situated on a small 
hill overlooking a park. It is esti- 
mated that 130,000 people pass the 
building daily. 
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Housekeeping 
Results 


Continued from page 15 


much time moving these items as 
they did in actual cleaning 


Experience of Scully-Jones 

One industrial company that rea- 
lizes the importance of good house- 
keeping is Scully-Jones & Company 
in Chicago. During the last 2 or 3 
years, the dollar volume per order 
has doubled at Scully-Jones, and 
the number of orders has sky- 
rocketed. Total sales naturally have 
soared, and the logical result would 
be for the number of office em- 
ployees to increase proportionately. 

Such is not the case, however, al- 
though in some departments new 
employees have been added. There 
are departments where the number 
of employees has actually been 
reduced. 

Some of the credit for this in- 
creased business without a propor- 
tionate increase in the number of 
employees is given to the company’s 
good housekeeping record. Scully- 
Jones shares many of the problems 
confronting other industrial manu- 
facturers, but these problems ap- 
parently have not upset the firm's 
good-housekeeping program. 

For one thing, Scully-Jones has 
an amazing number of customer 
blueprints to keep on hand, and the 
question formerly was, “How long 
should we keep them?” Now there 
is a strict policy for retaining these 
blueprints. There are about 240,000 
blueprints in 160 filing drawers, 
and every time one is taken from 
the file for a repeat order, the date 
is stamped on the folder. If there 
are no stampings during a 3-year 
period, the blueprint is thrown out. 

Scully-Jones did a lot of micro- 
filming during World War II, but 
decided after the war that its rec- 
ords did not need to be retained long 
enough to warrant filming. Diebold 
and General Fireproofing filing cab- 
inets were used instead, and orders 
are now kept 2 years in Central 
Files, then transferred to file stor- 
age in another building. After 3 
years in file storage, the records 
are destroyed. 

Three waste cans are used in the 
storage files--one for papers to be 
burned, one for papers to be shred- 
ded, and one for papers to be 
disposed of under supervisory di- 
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rection. The general offices have 
two types of wastebaskets— one for 
paper coffee cups, cigarette stubs 
and other waste than can not be 
shredded, and regular baskets for 
paper that can be shredded 

Another system the company 
uses for keeping its records to a 
minimum involves correspondence 
Many customers write to Scully- 
Jones asking for the exact date 
their orders will be delivered, and 
these letters formerly were an- 
swered by prepared forms or by 
cictated letters. The customer's let- 
ter, plus the carbon of the reply, 
would be attached to the order and 
filed. With so many orders and a 
sizable number of queries from 
customers, the files naturally began 
to bulge 

The policy now is to answer the 
customer's question right on his 
own letter, returning it to him im- 
mediately. With this system, there 
is nothing to file. Such an arrange- 
ment eliminates filing time, dictat- 
ing time, and saves space. For ex- 
ample, only 42 files are needed for 
the orders, whereas an estimated 
60 would be required if customers’ 
letters and carbon copies of answers 
were filed with the orders. 

There is so much enthusiasm for 
good housekeeping among em- 
ployees at Scully-Jones that an 
unusual amount of cooperation is 
in evidence. Before a recent tool 
show in Chicago, for instance, the 
company was working feverishly to 
get everything shipshape. A tour 
of the plant and offices was being 
planned by a group of engineers, 
and employees did not hesitate to 
pitch in and help. Some employees 
painted their own desks a standard 
gray color, and others with newei 
gray models, used Flax-Soap to 
clean theirs. 

Scully-Jones has its own regular 
janitor service, and a check sheet 
is furnished the janitors to make 
sure nothing is missed. The check 
sheets call for floors to be mopped 
weekly or more often, if required ; 
floors to be be waxed monthly; 
waste cans emptied twice daily: 
maintenance and inspection trips 
made daily; and other vital jobs 
handled on schedule 


Experience of Bauer & Black 


Another company that gets 
plenty of cooperation from its em- 
ployvees when it comes to good 
housekeeping is Bauer & Black 
division of the Kendall Company 
Employees in the Chicago office are 
given a cleaning compound which 
they use to keep their linoleum desk 
tops clean. Office manager, A. F 
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Hagedorn, said that all employees 
use the cleaner and take pride in 
keeping their desks clean 

Good housekeeping is stressed at 
jauer & Black because of the huge 
volume of numerous 
promotions handled daily, It is im- 
perative, therefore, that offices be 
clean and uncluttered so that orders 


orders and 


are not misplaced and promotions 
go out on schedule. To make sure 
that nothing happens to unfinished 
orders when the work day is ended, 
the company collects these orders 
and puts them into a vault until the 
following morning. Then they are 
redistributed 

Some of the rules that contribute 
to a neater office at Bauer & Black 
include: Clearing anything to go on 
any of the eight bulletin boards 
(four on each of two floors) with 
the personnel department; clearing 
anything to be put up on walls with 
the office manager; not cluttering 
up filing cabinets, radiators, and 
window sills with books and othe 
iterms. There are no written memos 
about these rules at Bauer & Black, 
but new employees hear about them 
verbally, and employees re- 
minded if they forget about good 
housekeeping 

The new Chicago offices Bauer & 
Black moved into within the last 
few months, has lighting which 
produces about 75 to foot- 
candles. Mr. Hagedorn said he ex- 
pects to follow the manufacturer's 
recommendation and replace all 
lamps after 4,000 to 6,000 hours of 
illumination have been spent and 
about 20 per cent of the lamps have 
had to be replaced 

One of the other features of 
Bauer & Black's offices which has 
contributed to its neatness, accord 
ing to Mr. Hagedorn, is the coat- 
rack facilities. Vogel-Peterson racks 
are used, but small units are placed 
in each department, rather than 
having one large cloakroom or rack 
on each floor. Coats are thus aired 
out during the day with the open 
racks, and employees do not jam 
up at any one rack at the end of 
the day as they might if there 
were only one large rack on the 
floor. Too, any employee who might 
feel better by having her coat in 
view during the day is made much 
happier by the arrangement 


Experience of Alcoa 


Another Chicago company bene 
fiting from the results of a well 
kept office is the Aluminum Com 
pany of America. In the recently 
remodeled offices, everything seems 
to be made of aluminum or glass 
except desks and some of the other 
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furnishings, of course. Basic layout 
of the company’s two floors involves 
aluminum partitions with glass sec- 
tions in the upper part. Venetian 
blinds, ashtrays, radiator covers, 
chairs, and many other items are 
aluminum. With such shiny sur- 
faces dominating the offices, some 
people might think it would be 
easier to keep the place clean, but 
that is not necessarily so. These 
bright, clean surroundings, on the 
other hand, make employees more 
conscious of good housekeeping. 

Alcoa has definite rules about 
housekeeping, although most of 
these rules are given to employees 
verbally. All papers are supposed to 
be out of sight at the end of the day, 
and workers are cautioned to take 
great care with the papers to make 
sure nothing is misplaced. With so 
many forms required because of the 
allocation of aluminum, Alcoa is not 
worried that orders will be lost. 

There are no calendars or pictures 
on the walls, and announcements of 
interest to employees must be re- 
stricted to the two bulletin boards. 

Alcoa is particularly interested 
in good housekeeping because the 
office is primarily a sales office, 
and many sales can be lost if there 
is confusion resulting in delays and 
misinformation. There are about 85 
people in the offices, but about two 
dozen of them are salesmen who are 
outside most of the time. Customers 
often call in to get information on 
orders and products, and employees 
must be able to get the information 
immediately. Disorganized offices 
and piled up desks certainly would 
not do much to save time in getting 
the facts needed 


Experience of Commonwealth 
Edison 


Commonwealth Edison Company, 
Chicago, has seen various general 
improvements because of good 
housekeeping in its offices, but there 
was a time when company officials 
anticipated increased maintenance 
costs simply because all desks were 
being refinished. The desks were to 
have a new Hammertone tan fin- 
ish, which would be considerably 
lighter than before. The opinion was 
expressed by several executives that 
the lighter color would show up dirt 
and dust more than the original 
darker color, and they therefore 
thought maintenance costs would 
up 

The extra cost did not develop, 
however, for employees took more 
interest in their housekeeping after 
the desks were refinished. They be- 
gan to take such measures as put- 
ting blotter pads under rubber 
stamps to keep desk tops clean, and 
girls cleaned smudges they would 
never have seen with the darker 
tone 

As Herbert Vetter, manager of 
office services and equipment at 
Commonwealth Edison, said, “You 
can not give dirty, messy offices 
that have a hodgepodge of color to 
people and expect them to do a 
good job of housekeeping.” 

If business will provide clean 
modern offices, however, it should 
also follow that better housekeeping 
will result—-which in turn will pro- 
duce greater accuracy, increased 
output, higher morale, lower costs, 
and reduced waste. 


Politicians and Microphones 


E have had radio broadcasting 
for about 30 years. One of the 
first things the average speaker 
learns is that electronic amplifica- 
tion abolishes the need for raising 
the voice 
At both the Republican and Dem- 
ocratic conventions the speakers 
yelled, bawled, screamed and 
shouted as if the microphone had 
never been invented. They seem 
unable to understand that electronic 
amplification carries and builds up 
the voice. They fight the micro- 
phone instead of letting it work 
Poor old Governor Dever of the 
“grey-u-tt" state of Massachusetts 
overworked his larynx, strained his 
vocal cords, irritated his throat un- 
til what he sent over the micro- 


phone came out resembling a low 
growl of a frightened dog. 

Herbert Hoover, Senator Kerr, 
Senator Dirksen and a number of 
others seemed equally unaware of 
the marvels of electronic transmis- 
sion of sound. Surely, somewhere 
somebody must have informed these 
gentlemen that it is no longer neces- 
sary to raise the voice higher than 
ordinary conversational tones. If 
these gentlemen are as unaware of 
other modern developments as they 
are of the principles of sound am- 
plification, distribution and control, 
it would seem that they are scarcely 
able to cope with the problems con- 
fronting the modern world in which 
we live—and of which they are so 
anxious to assume leadership. E. W. 


AMERICAN BUSINESS 


——— 
| 
‘ 
q 


Outstanding 
Leopold Features... 


Rounded Corners 


Eliminate clothing snags... 
prevent scuffing, marring 


Ball-Bearing Suspension 


Allows drawers to open and close 
smoothly, easily .. . regardless 
of the weight of contents. 


Densified Legs 


DensiwooD center legs are hard 
and smooth ... stubbornly resistant 
to impact and wear 


August 1952 


San Diego Pederal Savings & Loan teen, Installation by the tustin Safe and Desk Company 


furniture 
---gives you added prestige, comfort 
at a lower cost 


Customers and important prospects will appreciate doing business 
in the comfort and beauty of a smartly furnished Leopold office 
Attractive Leopold installations help you make a favorable, 


lasting impression. 


Leopold office furniture is also low in cost because its durable 
construction wears better, lasts longer. Leopold's smart, functional 
styling improves office morale and increases efficiency. 


The Leopold dealer in your community is an experienced office 
planning counselor. Call him today, for specific suggestions 
profitable for you. If not known, please write us for his name 


and address. 


BURLINGTON. IOWA 


MEMBER OF THE WOOD OFFICE FURNITURE INSTITUTE 


| 
He: 
‘ 


Jour of Two 
Nelptul New Reports 


CHOICE NUMBER 1 


‘101 Ways to Cut Office Costs’ 
75 Pages—20 Illustrations 


Organiaing tor increased Production 
Work Anaiysis to Cut Office Costs 
Proficiency Standards for New Employees 
When a Valued Employee Wants to Quit 
Lost Time and Overtime in the Office 
fatique as a Factor in Production 
Getting Rid of Errors and Mistakes 

The High Cost of Writing 

Keeping Employees Informed 


Office Service to Top Management 


CHOICE NUMBER 2 
“101 Ways to Reduce Employee 


Turnover’ 
80 Pages—25 Illustrations 


Selecting Employees Who W:!| Make Good 
Getting Newcomers Off to o Good Start 
Picking Employees for Promotion 

Rating Plans for Employees 

Two Way Communications 

Making the Wellare Plan Pay 
Taking Care of the Older Employee 
How to Develop Good Supervisors 
Pension Plans to Hold Employees 


Modernization to Cut Turnover 


Included FREE with 15 Months’ 
New or Renewal Subscription 


These reports were prepared by Dartnel! 
editors for the exclusive use of subscribers to 
AMERICAN BUSINESS Magazine of 
Management 

it is read each month by more than 25,000 
business executives responsible for the profits 
of Americas leading industrial and commer 
cial enterprises If reports methods for cutting 
expenses. improving employee relations, and 
speeding the growth of the business 


NOT SOLD SEPARATELY 


To get this report without charge simply 
send us a new subscription, of a renewal, for 
15 issues of AMERICAN BUSINESS at the 
regular price of $5 (foreign postage extra) 


AMERICAN 
BUSINESS 


a Crbboilion 


CHICAGO 40, ILLINOIS 


executive development program was 
announced and it was made plain 
that a man was being trained to 
replace him in due time, he quickly 
pulled himself together and mended 
his ways 

A certain amount of competitive 
spirit is healthy in any organiza- 
tion, and to know that certain 
younger men have been selected for 
special training, and are being 
pushed ahead seems to give every 
supervisor and executive a new in- 
terest in his or her job. The very 
knowledge that a company is pre- 
paring men to step into higher jobs, 
and is systematically “doing some- 
thing” about the problem creates a 
healthy atmosphere 

Once a program is decided upon, 
there should be a distinct effort to 
embrace as many training oppor- 
tunities as possible. In previous 
articles we have discussed such 
methods as job rotation, on-the-job 
coaching, college and university 
courses, and conference training 
All of these are important, but 
there are still others. Here, in this 
final installment, we need to exam- 
ine other, and perhaps simpler 
methods. These might be described 
as clinics, conventions, Community, 
group, and association activities. 


Clinics and Group Study Plans 


Many association groups such as 
American Management Association, 
professional societies, and private 
enterprise organizations such as the 
Dartnell Corporation, as well as 
quite a few universities and colleges 
are offering varied types of train- 
ing. The American Management 
Association has long held meetings 
(often a different name such as 
clinic, briefing session, round table 
is given each one.) For a small fee 
members, and in some cases non- 
members, may attend these sessions 
and hear lectures by well-known 
executives 

A number of trade associations 
have put on training courses of one 
kind or another. In another report 
in this issue we describe a course 
for executives conducted by North- 
western University in Chicago 

What are the advantages of these 
courses? Opinions differ widely 
among various top-management 
men. Some think they are not worth 
what they cost. Others are enthusi- 
astic in their praise. Said one execu- 
tive recently, “It is not so much 
what they learn,” he said, refer- 


Too Many Specialists 


ring to the company’s young men 
who had been attending an AMA 
session, “but it's who they meet, 
and the fact that they hear a lot 
of talk which gets them to think- 
ing as executives should think 
about profits, management, mar- 
vins, results 


Conventions and Trade Associations 


Some companies feel that at- 
tendance at trade associations is 
nothing more than a waste of 
money. Others consider it a lark 
Still others feel that it may be 
vaguely worthwhile in “making 
contacts.” 

These are what we might call the 
negative viewpoints. Other com- 
panies take a more constructive 
viewpoint. They make a study of 
conventions; assign a man or men 
to attend a specified number of 
conventions each year. They make 
these assignments early. Men se- 
lected to attend are asked to: 

1. Plan attendance early 

2. Write convention leaders and 
others advising their attendance 

3. Make lists of people to be con- 
tacted at each convention— then 
contact them. 

Carefully select programs to 
attend—-and attend them. 

5. Visit and carefully check all 
exhibits. 

6. Be active in discussion or 
round table programs. 

7. Write a report to management 
covering all phases of conventions, 
competitive participation, attend- 
ance, list customers contacted, and 
recommend whether attendance 
next year is worth-while. 

8. Write report to fellow execu- 
tives, giving them benefit of any 
ideas gleaned from convention. 

9. Follow up all contacts, in- 
formation obtained, act on ideas 
gathered. 


Trade and Professional Associations 


Many companies such as the 
American Telephone and Telegraph 
Company, and the various Bell sub- 
sidiaries place considerable impor- 
tance upon a man's activities in his 
own professional group, in trade 
associations, luncheon clubs, and 
other groups where he has a chance 
to show leadership. 

Several important companies, J 
C. Penney Co., Inc., for one, keep a 
record showing what executives do 
in this type of work. If a young 
assistant sales manager is elected 
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to an important post in the local 
chapter of National Sales Execu- 
tives, it’s a pretty good sign that 
he has some leadership qualities 
and has attracted favorable atten- 
tion. 

Some companies have even gone 
so far as to reduce to writing, their 
policies concerning activities in as- 
sociations, clubs and other quasi- 
business groups; or they have let 
their policies be known. A sum- 
mary of these policies gathered 
from conversations with executives 
is included here: 

1. We encourage activities in 
trade and professional groups and 
associations related to our business 

2. A reasonable amount of com- 
pany time may be devoted to at- 
tending meetings or performing 
committee work. 

3. If you join such associations 
and use company time for attend- 
ance, be active, prompt and regular 
in attendance and do your share of 
the work. 

4. Do not accept appointments 
or election as an officer unless you 
are sure you can spare the time. We 
suggest you consult the person to 
whom you report before accepting 
such positions. 

5. Under proper circumstances 
the company will pay membership 
dues or assessments. But have this 
approved by a proper authority be- 
fore joining new groups. 

Perhaps the most important 
phase of all these plans for build- 
ing executive personnel is regular 
appraisals of each man's progress 
Without such appraisals, carefully 
checked by at least two superiors, 
any executive development plan is 
more or less haphazard. 

Be sure to see that the appraisal 
includes an estimate of whether the 
man is ready, not quite ready, or 
far from ready for a promotion. The 
same estimate should attempt to 
state a clear reason in the event he 
is marked “not quite” or “far from 
ready,’ and it should express an 
opinion as to what is lacking 

Many companies are making real 
strides in executive development. 
Others are doing practically noth- 
ing, simply trusting to luck and 
good fortune. Perhaps the greatest 
and most powerful testimony to 
the need of an executive develop- 
ment program came from a busi- 
ness broker who has been active in 
many mergers, and in the purchase 
and sale of many going businesses, 
some of them of considerable size. 
He said, “The biggest reason for 
mergers, the biggest reason why so 
many excellent businesses are for 
sale is that the top men grew old. 
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NOISELESS DRAWERS are interchangeable, glide 
on channel suspensions. Height adjustment 
provides comfort, accommodates uneven 
floors. Standard 30” depth gives maximum 
usable work surface—yet saves space 

FLAT OR MOLDED TOPS available in pedestal or 
leg types; conference styles with overhang- 
ing tops. 

SEE THEM at your Globe-Wernicke dealer, 
listed in classified phone directory. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


SOUNDGUARD Exclusive G/W 
Process, used on all Stream- 
liner Desks, eliminates disturb- 
ing, distracting noise through 
the application of an amar- 
ing new sound-deadening ma- 
terial applied under pressure 
by special serrated nozzles. 
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fora 
Thumping Good Exec’ ANS: 
| 
Cincinnati 12, Ohie 


here’s a 
free book 
you'd be 
willing to 
pay for! 


Uarco’s Encyclopedia 


of PRODUCTION 
FORMS 


It contains fifty pages of helpful in- 
formation about your fourteen basic 
production forms, telling . . . 


@ what the form is 

@ why it's used 

@ where it originates 

@ who uses it 

@ how the copies are 
distributed 

®@ details of design 


Production Orders, Stock With- 
drawals, Material Transters, Reyection 
Reports many of the forms you 
might use io your factory 
ered. bor each torm there's a whole 
page devoted to its layout; another 
tells what, where, why, and who uses 
it, other pages give distribution and 
design 

In other words, tt you want to énvou 
something about production forms, 
vou can find iin this book 


are 


Many years’ research on thousands 
of forms are behind it 

Yet Uarco ofters this book free! Why? 
Just to help you understand the use of 
the sc important forms bor in that way 
can you buy them intelligently 


hence gatn the real efficiency that the 


right business torms can give you 


Pin this coupon to your 
letterhead and mail 
it to Varco for your 
free copy. todey! 


UARCO 


. 


Chicage Cleveland 
Oakland, Deep River, Connect 
‘ Sales 


Roomt6o2t 141) lackson Blvd 
Chicago 4, 


Please send my copy of the Facyclopedia of 
Production Forms 


Name 
Lome af 


Billing System Evens Work Flow 


Continued from page 18 


Further flexibility achieved by 
electrical and telephone ducts in- 
stalled every 5 feet. With these out- 
lets, virtually any desk arrangement 
is possible 

Mobility, the third point men- 
tioned, has been increased by elim- 
inating many causes of conges- 
tion and reducing other causes 
There is much less traffic between 
floors now than before because each 
floor is unusually self-contained. 
For example, locker rooms for men 
and women, lounges, vending ma- 
chines, and time clocks are installed 
on each floor, making it unnecessary 
for the great majority of people to 
leave the floor they work on 

The locker rooms, lounges, and 
toilets are just off the main cor- 
ridor between the two wings, thus 
are quite accessible to all em- 
ployees 

Mobility was also increased by a 
system for operating the Otis auto- 
matic elevators during rush hours. 
Early in the morning when em- 
ployees are reporting for work, and 
also after the lunch period when 
employees are returning to their 
desks, the elevators make all stops 
from the basement to the top floor, 
and then return without stopping to 
the basement 

The reverse is true at the end of 
the day and at the beginning of the 
lunch period when all traffic is 
moving from the top to the bottom. 
Elevators then make all stops from 
the top floor down, and then return 
directly to the top without stopping. 
During the regular hours of the 
day, the elevators “roam” as 
needed. 

Congestion is also reduced by 
having the freight elevator located 
away from the passenger units so 
that freight and passenger traffic 
do not mix 

Traffic between floors has been 
kept to a minimum with the help 
of a mail distribution system which 
employs special conveyors for trans- 
porting mail. Mail is automatically 
deposited on the various floors, 
where it is picked up for depart- 
mental distribution 

The various arrangements cov- 
ered so far have helped reduce con- 
gestion in the offices where local 
traffic is involved. There are also 
definite ways 3M has found for 
keeping “foreign” traffic away from 
the local. The great majority of 
employees in the building, of course, 
spend their working day at or near 


their desks, and have little occasion 
to see people from the outside. 
Those departments, however, that 
do have many visitors are located 
close to entrances so that regular 
office routine is not disturbed 

The office employment depart- 
ment and the payroll department, 
both of which have considerable 
foreign traffic, are located on the 
first floor and have entrances sepa- 
rate from the main reception room. 
The purchasing department natur- 
ally must see many people from the 
outside too, so it is likewise on the 
first floor, but adjacent to the main 
corridor that leads directly from the 
reception lobby in the administra- 
tion building 

The 3M's executive offices are in 
the administration building, which 
was built in 1940. The two build- 
ings are joined by corridors, and 
the main reception lobby is in the 
older building. 

The new building is windowless 
on the east and west sides to pre- 
vent glare and heat from the sum- 
mer sun, and louvres above the wide 
expanse of windows on the other 
two walls help keep out direct sun 
rays. 

Observing its fiftieth anniversary 
this year, 3M has a new office build- 
ing that will stand comparison with 
more office buildings in the country 
The structure is a far cry from the 
company’s first office in a frame 
building in Two Harbors, Minn., 
where 3M began by selling abrasive 
minerals to manufacturers of grind- 
ing wheels. The company later 
moved to Duluth, Minn., and even- 
tually moved to St. Paul because 
that was the home of the business’ 
financial angel, L. P. Ordway. 

Mr. Ordway headed a success- 
ful plumbing fixtures business, and 
after he had put considerable money 
in the small company, he became 
the firm's unpaid president. He suc- 
ceeded a stockholder who was also 
a railroad official—and this former 
president had also been an unpaid 
president. 

Things were looking up when the 
move was made to St. Paul, but the 
first day of work found the factory's 
floor collapsed, with equipment and 
raw materials in a heap in the base- 
ment. The building was repaired, 
and 3M then began to make its 
mark in business. This year, with 
an array of products from Scotch 
tape to surgical drapes, 3M is ob- 
serving its golden anniversary. 
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OFFICE MACHINE STAND 
CONSTRUCTION engineered ot steel an aluminu 


nm feet with 


MECHANISM 
on ball bearing casters This 
No projections I!lustrated t 
vise paws for holding mache 
to the stand 


MACHINE 
HOLDER 


ENLARGED 
VIEW OF 
SAFETY 


STOP- STEPS 


Safety and beauty for the most fast 
i 
ename! Non 

with e 

s because 

er, and th 


SPECIFICATIONS 


$s- $s. with 


THE 
COUPON 


eee 


Cramer POSTURE CHAIR CO.,Inc. 


1. OFFICE MACHINE STAND 
. ALUMINUM STOP-STEPS 


Exclusive “Anchor-Cup” Roller 


(Left, right or double Handrail on 
EXECUTIVE MODEL 953 
SECRETARY MODEL 22-A 
. STENOGRAPHER MODEL 22 
CASHIER MODEL 2452-RX 
BOOKKEEPER MODEL BK 
FACTORY WORKER MODEL FS-3 
. CUSHIONS 
SPECIAL CHAIRS— 


COMPANY 
ADORESS 


WHEN YOU STEP—IT STOPS! 


Laches TO THE FLOOR 


WITH THE SLIGHTEST PRESSURE 


nnnnn 


weeee 


Cramer MAKE aE 
S O a 
DOME 
SUIPMENT 
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Maybe you're 
spendi 


‘ 


in your offices... 

for statistical work 
that we can do 

for you in ours for, 


A statistical department costs 
a bag of money to run these 
days. 


Further, you're probably 
paying a lot more for your 
statistical or accounting tabu- 
lations than if we did them 
for you on our modern 
punched card equipment. 


You see, we will rent our 
statistical department to you 
by the hour. You can have 
the part-time use of expen- 
sive machines. You pay only 
for what you get 


Why not call us now? 


RECORDING & STATISTICAL 
CORPORATION 


CHICAGO BOSTON @ DETROIT 


MONTREAL @ TORONTO 
100 Sixth Ave. New York (3, WN. Y. 
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ing the president of anorganization 

How does the school close the 
gap between the thinking of a man 
who has fought for his specialty 
15 or 20 years and the “whole pic- 
ture” view of higher management? 
Its methods seem unorthodox, but 
they get results. The 33 men occupy 
two floors in Abbott Hall on the 
Chicago campus, away from job 
and family cares. Students come 
from different companies in varied 
industries from all over the coun- 
try. Not more than two men from 
the same company may attend, and 
only two or three from the same 
line of business are included. This 
variety fosters a broader viewpoint 
although the men discover most 
companies face the same kind of 
problems 

Living and studying so closely 
together, the men can discuss their 
mutual problems thoroughly. To 
further the cause, the Institute sees 
that these men get acquainted fast. 
School opened on Sunday, June 29, 
with a cocktail hour and dinner. 
Then James F. Oates, chairman of 
the board at Peoples Gas Light & 
Coke Company, gave the kickoff 
speech 

The first day the group had its 
picture taken with the six instruc- 
tors, and the next morning each 
man received a photograph with 
the men’s names keyed to their pic- 
tures. After classes there is a cock- 
tail hour every evening, long 
enough for the men to get to know 
each other better, but cut short so 
they can get back to their studies 

Besides attending 4 hours of 
classes 5 days a week, the men 
spend 40 hours a week preparing 
cases. However, there are only two 
formal courses, ‘Top Management 
Policy and Administration” and 
“Managerial Responsibilities and 
Their Limits.” Mr. Donham ex- 
plains, “We don’t ask these men to 
shift their viewpoint constantly by 
playing sales manager at 9 o'clock, 
production chief at 11, and control- 
ler at 2.” 

Instead, actual business problems 
faced by companies like United 
States Steel, General Motors, and 
Du Pont, down to a manufacturer 
of wire for staples, are dumped in 
the students’ laps. From there on, 
the instructor acts as moderator 
rather than as a “rule-giver."’ Stu- 
dents are told it's their show. In 
the beginning, the class may come 


up with 33 different solutions, but 
toward the end, the answers are 
more uniform. By that time the 
men are looking at problems from 
the over-all standpoint rather than 
through the eyes of a department 
head. 

The Institute emphasizes that it 
does not provide these men with 
THE answer to any problem. In- 
stead the training gives them a 
method of approaching new situa- 
tions and an ability to deal with the 
unforeseen. 

Each executive is encouraged to 
develop: (1) An over-all point of 
view, (2) an ability to recognize 
problems and opportunities created 
by changing conditions, (3) an abil- 
ity to think through problems rath- 
er than to worry about them or to 
jump to conclusions, (4) confidence 
in his decisions, and (5) facility in 
getting people to act. 

As proof that Institute trainees 
reach these goals, all but 3 of the 
35 men who attended the first ses- 
sion last summer received promo- 
tions within 3 months. One execu- 
tive has had three promotions and 
is now second from the top in an 
oil company. 

Another example of the effective- 
ness of the training is the 37-year- 
old managing superintendent of a 
rubber company’s second largest 
plant. Son of an immigrant, the 
self-made young man was sent to 
the Institute because ‘“He’s smart 
as a whip, but he has a few rough 
edges in human relationships.” 

After two weeks at the school, 
the young man went home for a 
week end and wandered over to his 
plant. There he found top-manage- 
ment men holding a post-mortem 
on a time-study plan that had back - 
fired. The young man asked them if 
they had tried to tell the workers 
why they wanted to make a time 
study, or asked them what they 
thought about it. His “radical” idea 
showed his new insight into human 
relations, but the others kidded 
him, “You better get out of college; 
it’s ruining you!” 

Some time after the young man 
had completed the course, a com- 
pany official called Director Don- 
ham at Northwestern. “Maybe we 
shouldn't have sent that man to the 
Institute, for there's no place for 
him to go up the ladder. The next 
step is general manager of the 
plant, but the present manager 


AMERICAN BUSINESS 


: ‘ 
; Specialists Return to School 
S Continued from page 2 
ped 
00 
= 


Donham 
unwise 


retire for 7 
that it 


man unless 


wont 
pointed out 
to send a 


years 
may be 


there 


chance for promotion in the near 
future, because of the letdown in 
morale if he can't put his new 


knowledge to work 

However, in March 1952, the “im- 
possible” happened. The Institute 
student was made general man- 
ager and the former manager was 
retired early. Why? Because the 
president of the company visited 
the plant, and the trainee showed 
him around. His knowledge of the 
over-all problems of the business 
and the response he got from the 
people under him so impressed the 
president that he put him in charge 
immediately 

From all appearances, the cur- 
rent class can look forward to big- 
ger and better opportunities, too 
Speeches by top men in several 
branches of industry have widened 
their interests. The group has heard 
Roy C. Ingersoll, president of Borg- 
Warner Corporation; T. A. Har- 
wood, management engineer of Geo 
Fry & Associates, Inc Meyer 
Kestnbaum, president of Hart 
Schaffner & Marx; J. L. McCaffrey, 
president of International Harvest- 
er Company; L. S. Wescoat, presi- 
dent of The Pure Oil Company; W. 
A. Patterson, president of United 
Air Lines, Inc.; and Ralph Helstein, 
president of United Packinghouse 
Workers of America (CIO). “How 
to continue to be eager beavers 
without dying of a heart attack”’ 
sums up the sound advice Dr. Theo- 
dore R. Van Dellen gave the group 
of businessmen. 

With six well-qualified instruc- 
tors to change the pace in classes, 
air-conditioned study room, work 
tables arranged in a triangle so that 
everyone can see and talk to all the 
others, a private lounge, the men 
can concentrate on “playing presi- 
dent." They have plenty of room to 
“stretch” on Northwestern's down- 
town campus, and the building they 


occupy overlooks Lake Michigan 
Classrooms are only a few steps 
away. 


The “graduates” receive diplomas 
at commencement after an address 
by Dr. J. Roscoe Miller, president of 
Northwestern. 

These enterprising businessmen 
have developed their own particular 
way of looking at new situations 
And their companies realize their 
first dividend on the thousand-dol- 
lar investment when the men stop 
saying, “That is out of my field,” 
and answer, “I don’t know a thing 
about this problem, but I know 
how to find out all about it!" 
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KEEN JUDGES OF GOOD RISKS 


Select Desks 


When the title on the door reads Hundreds of other top executives 
President the office furnishings hove reached the same conclusion 


should express the character of the 
position. The richness of fine woods 
best expresses this traditional dig 


enjoyed the same satisfaction 


May we direct you to the near- 
est Jackson desk dealer? 


nity. And the legendary quality of 


a Jackson desk gives solid ossurance 
of long life, without hazard in ‘‘un- 
derwriting” the investment 


For these reasons, Mr 


kin, President of Bonkers Fire 
Marine Insurance Company 


ed a Jackson desk for 


JASPER OFFICE FURNITURE CO. 


Also, make a note on your calen- 
dar pad, to get from us a personal 
copy of the useful Guide to Lower 


Sam Boy- Office Costs. Write Dept. A-3, 
ond please 
select- MEMBER OF W FFICE 
his office w RNITURE IN 


8B. 


@MODELS ... 


SHOWN: Two 6 Section DU 
Racks at $14.00 eo. 7 others 
$11.00 to $25.00 


GUARANTEED 


to produce quicker and more 


accurote results than any 
other collating aid on the 
morket 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 


GATHERING 
RACK 


When shorthanded in the office-—iet the hands 


hove do more work! With on Evans GATHERING RACK 
obsolete 
3,500 


one worker collates as 
One pair of 


sheets on hour 


rapidly as 
hands 


two by 


methods actually collotes 


Your inter office communications 
and at half the 
popers is 


twice as fast 
Sorting of 


be assembled 
obsolete methods 
quickly, too 


done 


Worker sits or stands 
fatigue. Racks 
500 sheets at inclined angle 
singly—or for 
two or more racks together 


working 


ore al! aluminum, each section 


oside. Use rocks large gatherings, 


- 405 North Munford Street - 


ond bulletin pages can 
cost of 
more 


steadily and without 
holding 
Racks collapse for setting 


Richmond 20, Virginia 


| 
| 
Here's Your “Relief to till 
vacation shortages 
43 


inch 
wide 
feeder 


office paperwork 


tells how on Page 23 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines 
waste paper, tissue, cellophane, corru 
gated cartons, wax paper, etc , into uniform 
remlient strands ideal for packing pur 
poses Especially adapted to shredding 
confidential records, blueprints, etc, per 
mitting the return of this high-grade paper 
to the paper mulls, for re-use 
cronomical, eafe. All revolving parts 
overe Instantly adjustable. Shreds to 
Designed for continaous and trouble-free 
service 


FREE TRIAL 
Operate a SHRED ALL 30 days. if 
not satisfied——return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
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Microfilm Offers Security 


fontinucd on 


able. Plant transfers, new pur- 
chases by customers, insurance and 
production records, and other data 
must be kept current to be of value 

In the event of a national emer- 
gency, Gillette's filming schedule on 
current records will be accelerated 
Company officials feel that current 
filming reduces the amount of ma- 
terial that must be reconstructed 
as a result, the 
reconstruction 


in case of disaster; 
period required for 
is lessened and the cost is greatly 
reduced 

Protection of the 
records is also a vital concern. If 
disaster strikes, the films must be 
available for developing during the 
period of reorganization. To insure 
this, the company plans to store 
sufficient developing material and 
microfilm readers so that each main 
department can have its own read- 
ing and developing facilities 

The evolution of Gillette's pres- 
ent microfilming program shows 
the influence of much thought along 
these lines. Cash, for instance, is a 
Vital consideration. There must be 
cash on hand to begin any impor- 
tant reconstruction work. Conse- 
quently, all cash records are filmed 
daily, and bank balances and checks 
issued by the company filmed 
monthly, with duplicate copies of 
all withdrawals kept on hand. Bal- 
ances of customers’ accounts— ac- 
counts receivable are also filmed 
monthly 

Plant inventories are also micro- 
filmed. The cost department records 
show units on hand in the produc- 
tion department. This will be re- 
quired for proof of any loss by the 
insurance company. For the same 
reason, records pertaining to work 
in process, finished goods, inventory 
changes, and raw material on hand 
by dollar volume of stores, are also 
filmed 

Buildings and equipment records 
must also be protected. For that 
reason, the company plans to have 
a book containing an appraisal rec- 
ord of all buildings, floor by floor, 
and a record of plant machinery 
and its location 

Drawings of every machine and 
process in use by Gillette since the 
company began are also being safe- 
guarded, along with blueprints, 
charts, diagrams, and layouts of 
various departments so that manu- 
facturing can be resumed 


microfilmed 


Finally, insurance policies, jour- 
nals, ledgers, bonds, and other im- 
portant papers are being photo- 
yzraphed and safeguarded. 

At the end of each day, film is 
delivered to a processing center, 
and then mailed direct to another 
address for filing and storage. Orig- 
inal media are retained in case any 
retakes are necessary, and a film 
register lists all items which are 
filmed 

All films and other duplicate rec- 
ords are assigned to file drawers, 
by departments and their location 
is shown on a records control sheet. 
The film register lists the item 
microfilmed, film number, microfilm 
machine number, the date filmed, 
and the name of the operator. The 
films themselves are then stored in 
numerical sequence by the number 
of the machine on which they were 
photographed 

Gillette's plan is to have a com- 
pany “bible” on its whole micro- 
filming program. The book will ex- 
plain what has been done and is 
being done, as well as the over-all 
plan of microfilming and records 
preservation 

This policy and description, ap- 
proved by company executives, is 
preserved as evidence of honest in- 
tent and proof that there is no de- 
sire to evade responsibility. If nec- 
essary, it could be introduced in 
court to support the legality of the 
company’s microfilmed records. 


Building Rate 


LARGE number of loan re- 

quests for builders of office 
buildings and commercial struc- 
tures indicates there will be more of 
that type of construction in the 
near future, according to George 
W. Warnecke, head of the national 
mortgage investment firm bearing 
his name. 

He said that major industrial 
firms have found through experi- 
ence that turnover and labor costs 
are cut when a move is made into 
a modern air-conditioned office 
building. Therefore, many compa- 
nies are stepping up plans for build- 
ing new office structures. 
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No Private 
Offices! 


Continued fron page 4 


in the group of buildings, one of 
which, a six-story structure, was 
recently completed. The original 
two-story building, erected in 1909, 
has been remodeled and more space 
added by filling in the large balcony 
area. The remodeling program in- 
cluded the cafeteria, which seats 
650 people, and the spacious and 
colorful lounge used for employee 
recreation and relaxation 

Much of the office area now has 
modern recessed lighting, and some 
areas have “dropped” fluorescent 
fixtures. To give some idea of the 
magnitude of such a lighting ar- 
rangement, the services of one man 
are required from 4 to 6 hours daily 
just to change fluorescent tubes 

The first day in each month 
that the air-conditioning units are 
turned on, the electric bill is af- 
fected to such an extent from a de- 
mand standpoint that an additional 
charge of about $500 goes on the 
if the units are operated for 
at least 15 minutes. This figure is 
in addition to the current $9 per 
hour 

All the St. Paul offices have in- 
teresting color schemes, and the 
New York and Francisco 
branches have somewhat similar 
schemes. The New York office has 
reported a waiting list of job appli- 
cants. the chief reason, it's be- 
lieved, being the company’s color- 
ful new offices. 

The general office layout at the 
Saint Paul Companies is fairly 
standard, even though there are 
several buildings involved. The 
buildings, of course, are all joined 
together, and the casual visitor 
probably would not know when he 
passed from an old section into a 
new one. The arrangement has ad- 
ministrative sections on the first 
floor, and the space is divided into 
working units. All other areas are 
divided into departmental sections, 
with the executive in charge at a 
desk near the wall 

The Saint Paul Companies have 
a library with a full-time librarian 
and her two assistants. Muzak is a 
feature in the lounge and cafeteria 
There is also an extensive employee 
recreation program and liberal in- 
surance and retirement plans. 
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Transcribe less... 


use your photocopy machine more 


Irs unnecessary—and expensive—to transcribe 
reports and records manually when you have 


a photocopy machine standing by. 

It can do the job faster . . . at lower cost. 

And always with 100% accuracy—which ends 

copy checking . . . and the mistakes that some- 

how “slip by.” 

Do alittle checking now. 
If you find typists, ac- 
countants, and clerks 
transcribing data fre- 

quently, it will pay you 
to let your photocopy 
machine do this work. 


For the best photocopies 
use Kodagraph Contact Paper 


This paper is made by Kodak 
for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photographic 
blacks, clean whites . .. with new 
sparkle and legibility. And it's 
easier, More CCOMOMIC al to use 

no more split-second timing or 
trial-and-error testing. Order it 


. and see for yourself, 


nm ? c 
[Xedagraph Contac? Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


Mail coupon EASTMAN KODAK COMPANY 
for Industrial Photographic Division 
free booklet Rochester 4, N. Y. 
Gentlemen: Please send me a « py of “Modern Drawing and Document Repro- 
duction your new, free booklet giving full details on Kodagraph ( ntact Paper, 


Department 
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City. — A\ 
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Employee confidence in the free enterprise system will be only as good as his experience 


with the individual employer. ‘The American way of life cannot be sold to employees 


any more effectively than by a sincere effort to provide objective information in connec- 


tion with the operation of that particular company,’ said Dennis V. Ward, Standard 


Oil Company of New Jersey, before the Chamber of Commerce of the United States meeting 


Chrysler Gets Across 
Alcoholism Story 
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Du Pont Sets 10-Year 
Safety Record 


Cartoon Strip Shows 
Where Income Goes 


nual report which w 
mplovees of The War 
& Swasey Co, Cleveland, Ohio 


the same day it Went to the company’s 


shareholders made ise of pictures 
chart and tabulations to show hov 
the comy incon for the year 

An interesting feature 
! rt was the use of a $1! 
nll a vmbol of the 
neome This bill was broken down 
nfo amounts tor materials and sup 


plies, depreciation, taxes, employer 
saves and salaries, part reinvested 
1 the business, and dividends. Fact 
of these items was carefully explained 
to the employee so he would get a 
complete preture ot) the 
edure \ S10 bill was 

t Sl bill to avoid the 

ns When the Sl amo 


own into wa 


Whole pro 

ised instead 
ial frac 

int is broken 

es, taxes, and dividends 

helped make the 
port less contusing to employees 


his one change 


Reproduced here is the 
strip which showed the worker the 
breakdown of the $10 bill into th 


component parts necessary to keep 


cartoon 


the business in operation 


This car 


toon strip and the explanation to 
employees were included in oa 


recent issue of Tu et Topics 


Take The Day Off — 
It’s Your Birthday! 


It should not come as a surprise to 
management for the union to ask for 
ius ranting the worker a da‘ 
fY with pay on his birthday, for 
though such clauses are still com 
paratively rare, they do exist in unior 
wreements. This holiday 1 
iidition to the isual 
days granted by 
latest contract inclu 
Was signed atter a 
strike between the International Asso 
of Machinists and the Rom: 
Division of the Pettibone 


n Co. Ror N. ¥ 


COMpany s 


First Of All We Must Pay Others For 
Power, Raw Materials, Tools, Toxes, Sales 
Cost, Equipment Replacements, Etc. 


~ 


) 


Now We've Paid The Outside Bills. 
What's Lett Divided Between 


00 
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Unlike shoemaker's barefoot children, 
Otis building has latest in elevators 


Otis Tries New Visit 
For Stockholders 


The annual stockholders’ meeting 


of the 99-year-old Otis Elevator Co 
went a bit beyond the time-worn 
plant visitation program this year 
when Otis took its stockholder visi- 
tors to two of the most modern and 
impressive installations of elevators 
and escalators— those in the United 
Nations buildings and a new office 
building at 100 Park Avenue 

Nearly 150 stockholders were car- 
ried by 5 big busses on this crosstown 
jaunt, with an Otis salesman serving 
as guide to each 10 stockholders. L. A 
Petersen, Otis president, was the 
official navigator for the expedition 
Busses were dispatched alternately to 
the two destinations to avoid simul- 
taneous arrival of unwieldly delega- 
tions at UN headquarters 

UN co-ordinator of construction 
James Dawson, was host at the UN 
site. At 100 Park Avenue, the visitors 
were taken to the machine rooms, 
where they Were given an explanation 
of the intricate 
mechanical, electrical, and electronic 


operation of the 


apparatus by which the high-speed 


automatic elevators are operated and 


controlled 


> 
— 


Arma Corporation and unions com- 
bined for big drive which set record 
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Companies Use 90 Plans 
In Sharing Profits 


Last year some 400,000 employees 


of organizations with membership 

the Coun ius 
tries ree $125 
million or an average of $312.50 each 


About a quarter of the member com- 
panies have less than 50 employees 
and a quarter more than 1,000. The 
others have from 100 to 1,000 em 


ployees. Some 90 profit-sharing plans 


are now in opera 
companies Which include all types 
merchandising, manufacturing, 
distributi 


g busin 
of a memb 


most successful 
organization is that of Sears Roebuc 
& Co, which now has about 123,000 
employees qualified under the plar 
Three main types of plans are in 


general use todays (1) Cash or « 


rent payment 


disbursements are made a 
intervals: (2) trust or deferred pay 


ment plans, in which payments are 
made at retirement or at some tin 
in the future (3) combined plans 
While the Council of Profit Sharir 
Industries numbers 695 members 
there are, in fact, between 15,000 and 
20,000 companies in the United States 
which share their profits with 
workers in one way or another. About 


formal plans 


the 


2.000 companies hav: 
wer which some 2.5 million 


were paid $375 million last year 
formal and informal plans 
payments or benefits over anc 


regular wages or salaries, ar 
what are termed bonuses as well as 
outright profit sharing plar 


Arma Employees Donate 
One Ton of Blood 


Employees of the Arma Cory 
tion, Brooklyn and Mineola, N 
subsidiary of the American boscl 
Corporation, broke their ast year 
record and set a new record in blood 
donations--1,975 pints in 4 
when the joint management-employet 
campaign ended recently. The ton ¢ 
blood donated in these 4 days topped 
the 1,444 pints donated by the crew 


of the carrier U.S.S. Oriskany, an 


Arma workers became the 
blood-giving champions 
While setting this new mark, Arma 
workers kept production 
with a flood of gyro-compasses, mis 
sile- and weapon-control mechanism 
and other complex instruments for 
the Armed Forces and the 
Energy Commission. The drive was 


\tomi 


spearheaded by Arma’'s director ¢ 
safety; the president of Local 460 of 
the IUVE-CIO; president of Loca 164 
IVE-CIO; and the president of th 


Engineers Association of Arma 


Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 
thew 


the literature employees read distorts 
thinking about business. And literature distrib 
vied by the poyroll enclosure method is often 
labeled propogonda 

A Solution to the Problem—To meet the prob 
lem, N.R.B. is establishing Information Rock 
Centers in plants ond commercial establishments 
ocross the country. Through 
this method employees select 
literature on a voluntary basis. 
Positive thinking is developed. 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rock Centers, 
explains how you may profit 
from this successful program 
Send for it todoy 


THE NATIONAL RESEARCH BUREAU, INC. 
421 N. Deerbern Street Chicege 10, Iilinois 


PENDAFLEX® 


makes light work of my filing. 
The newstyle hanging folder 


nerves 
Finding v 11 not manual 
‘ ry { er tat 5 n view 
No f wer t k to | en 
no fingering through concealed 
folders 


Note Balabon, Detroit Office Sup 
ply Dealer says Oxstord Pendafles 
helps improve work output in the 


offices of my customers. Thot's why 
recommend Pendofles systems.’ 


' 
' 
' 
' 
' 
' 
' 


Oxford Filing Supply Co., Inc. 

52 Clinton Road 

Garden City, N.Y. 

Please send me information about 
Oxford Pendaflex folders and the name 
of nearby dealer 


NAME 
DDRESS 
city STATE H 
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Opening day at Dravo Corporation's newly enlarged swimming pool at 
Pittsburgh found large group of neighborhood children trying out the water 


Dravo Enlarges Swimming Pool for Community Use 


As far back as 1922. the Dravo 
Corp Pittsburgh (Neville Island) 
better community 
relation \t that time the companys 


built an outdoor pool tor employees 


Wi interested in 


ther families, and children of the 
community. This year, the pool has 
been made a third larger to accom 
number of 
swimmers 


mixlate the increased 


young and not so yvoung 


In addition to providing a pleasant 
recreation spot tor the community 
the pool helps keep neighborhood 
children trom swimming in the Ohio 
River near the company's shipyard 
Besides having the use of the pool 
groups from the immediate and sur- 
rounding communities may also take 
advantage of the company’s” park 
and preme facilities 


Film Released on Labor-Management Problems 


A new film on labor-management 
problems entitled, “Working Togeth- 
el has just been released through 
the facilities of Enevclopedia Britan- 
Wilmette, Til The film 


documentary in its impact, uses the 


mea Films 
ease-history approach of labor rela 
tions ina pene: factory) Research tor 
Twentieth 
Century Fund, which, cooperation 

Albert) Productions, Ine 


the story was done by the 


levelopment 

rought about 

ispicion and mis 

iv. 1 esolution, and the 

elopment, through a bit 

of the co neces 


sary to make agreements work. All 


actors participating in seenes por 
traved Were employe the pencil 
company with but two exceptions 
The film opens in a labor 
turmoil 19387 


ances paved the way 


Long-sta rhe 


ganization which is 
about by a minor i 


iS 


Study Shows Older Workers 


They want to stay on the job when 


they hit) retirement age! least 
some 68 per cent of industrial workers 
entitled to maximum retirement bene- 
fits preter to stay on the job, accord- 
ing to a survey released recently by 
Edwin Shields Hewitt and Associates, 
Libertyville, IL, an independent firm 
of actuaries in the field of pensions 
and other employee benefits 

Che 34-page survey covers 657 com- 
panies located chiefly in the heavily 
industrialized areas of the East and 
Midwest 
ploy some 25 million workers, 2.3 
million of whom are covered by re- 
tirement benefit plans 

Companies which have a policy of 
retaining older workers on the pay- 
roll make use of medical examina- 


These 657 companies em- 


tions and job analysis as the basis 
older workers 
less-demanding work 


reassignment ot 


Personnel Guidebook 
Aids Supervisors 


An extraordinarily fine approach to 
the hiring function is found in the 
Manual 
leased as a guidebook tor officials and 
supervisors of the New York Central 
System who perform the hiring 
function 

Included in the employment pro- 
cedure are the following eight steps 
interview, completing 
application form, pre-employment in- 
terview, tests, physical examination, 
investigation of finger- 
printing, and orientation 

The booklet of 10 pages is attrac- 
tive and well-organized, with a simple 
and easy-to-follow style. It makes use 
of just enough color, and last, but 
is based on the modern 
philosophy of hiring and interviewing 


Employment recently re- 


Pre-selection 


reterences 


not least 


Westinghouse Employees 
Set Stock Mark 


The largest number of employees 
ever enrolled in the Westinghoust 
Electric Corp.'s Employee Stock Plan 

21,000. is now participating in the 
program to purchase shares ot! 
Westinghouse common stock through 
regular payroll deductions. The num- 
ber of shares of stock purchased by 
employees during the 6-month install- 
ment-buying period which ended this 
spring also set a new mark 114,542 
shares. This was the first time the 
6-month total passed the 100,000 
mark. In the three previous buying 
periods, employees had purchased 80,- 
675 shares, 81,807 shares, and 91,216 
shares 

The next period in which employees 
may enroll to purchase stock will 
run from October 1 to 20 


Want to Stay on Job 


Some 56 per cent of these companics 
have a program ot retirement coun- 
seling ranging from single interviews 
with the retiring worker to a well- 
integrated program commencing, in 
some instances, as carly as 5 years 
prior to actual retirement date 

It is also interesting to note that 
the survey indicates the retired em- 
ployee’s need and desire to continue 
working, since it discloses some 24 
per cent of the companies report that 
their retired employees seek work 
elsewhere after retirement 

The report further states, “It has 
been estimated that premature retire- 
ments are costing the nation in excess 
of $5 billion annually in lost produc- 
It can be expected that 
this figure will increase perceptibly 
through future years as more and 


tion alone 


more persons reach retirement age 
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The overriding question in this whole matter of office equipment must inevitably be this. 
Will it pay for itself? If we are to be objective and realistic in our approach to the applica- 
tion of electronics to office problems, we must evaluate cost in relation to the results to be 
achieved," said John S. Coleman, president of the Burroughs Adding Machine Company, 
speaking at the first national convention of National Machine Accountants Association recently 


Duplicator Cuts Paper 
Handling in Half 


DESIGNED for use where long runs 
are required, Multigraph’s new Multi- 
lith Tandem Model 1275 can repro- 
duce images in a different color on 
each side of the sheet, the same color 
on both sides of the sheet, or in two 
colors on the same side of the sheet 
When duplicating the same color on 
both sides, or a different color on 
each side, a device tumbles the sheet 
and feeds it positively into the se« 

ond unit, permitting both sides to be 
duplicated in a single operation. A 
few simple operating changes con- 
verts the sheet-turning device to a 
straight-line feed, making the ma- 
chine duplicate two colors on the 
same side in a single run. Either o1 
both units of the Tandem model can 
be used for Multilith or relief process 
duplicating with only minor machine 
adjustments for relief rubber plates 
Addressograph-Multigraph Corp 
1200 Babbitt Road, Cleveland 17, Ohio 


New Template for Rapid 
Office Planning 


REMODELING your offices? Then 
here's a handy, low-cost gadget to 
make your problem simple. This 6 
by 3 5/16-inch plastic template al- 
lows quick sketching of furniture 
floor, and fixture combinations on 


Accurately scaled 


your layout 
inch to the foot, Speedi-Plan No. 710 
template assures enough space will 
be provided for office furniture. Made 


August 1952 


Chairs Increase Efficiency 


By Reducing Fatigue 


OPERATOR 


cause ot a drop 


iring the la 


fatigue 
office 


st hour otf 


day. This tatigue can be 


fT 


duced by proper office cl 
ington Rand's new Alumir 


ioner office ct 


individual differs 


lair can be 


support tor the spinal col 


bones and pr 
nerves and b 


Shock-absorber 
ymmitination of 


chairs by a ce 


event pres 
loodvessels 


action 


mn 


nees to provide 


sure 


ber cushioning and a res 
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Posting Tray and Safety 
Box for Hush Records 


CARD file opens into posting trav 
for either machine or hand-posted 
entries. When closed, it serves as a 
safety box for storing such records 
as salesmen’s earnings, employees’ 
payroll, personnel records, and ac- 
counts receivable cards. Made of 
lightweight aluminum in gray 
wrinkle-finish, with double locks and 
clasps, it has rubber feet and studs 
to prevent surface marring. It will 
hold 350 cards and take any type 
of index. Intasco Corp., 3021 W. Car- 
roll Ave., Chicago 12, Ill. 


Plan File Insures Large 
Papers Stay Flat 


BLUEPRINTS won't curl in Dolin's 
new No. 1535 plan file. A rear hood 
and front compressor attached to 
each drawer prevent contents from 
creasing or becoming dog-eared 
Drawers, each gliding on six ball- 
bearing rollers, can be securely inter- 
locked. The five-drawer unit, measur- 
ing 37's inches wide by 25% inches 


deep by 24% inches high, accommo- 
dates 24- by 36-inch drawings. Either 
flush or sanitary leg bases are avail- 
able. Two 5-drawer units plus a flush 
base measure 42 inches high—stand- 
ard counter height. Constructed of 
heavy gauge furniture steel, unit 
comes in green or gray baked-ename! 
finish. Dolin Metal Products, Inc., 315 
Lexington Ave., Brooklyn 16, N. Y 


Reinforces and Punches Holes 


Simultaneously 


REMARKABLE new punching ma- 
chine punches and reinforces with a 
single depression of the hand lever. 
Small, compact, easy to use, device 
reinforces holes from rolls of specially 
processed tape contained in the ma- 
chine. Can also be used as a single 
punch without the reinforcements by 
simply shifting a little lever. Punch 
comes in 2- and 3-hole models for 
standard 2- and 3-hole ring binder 
Stationers Supply Corp., 82 Wall St 
New York N 


Greater Visibility With 

New Spirit Duplicator 

LOWER working level makes operat- 
ing the new Ditto D-45 office dupli- 
ecator the easiest yet. The finished 
copies are held in a tray directly in 
line with operator's gaze and at her 
most convenient reach, for constant, 
easy check on copy production. Ma- 
chine is also 6 inches deeper, seating 
the operator naturally, and giving the 
machine a more streamlined appear- 
ance. Ditto Incorporated, Harrison at 
Oakley, Chicago 12, Ill 


AMERICAN BUSINESS 


A 
j 
ony 
: 
= 


Copy Machine for Low-Priced 
High-Speed Prints 


AMONG the features incorporated in 
Bruning’s new whiteprinter, ordi- 
marily found only in_ higher-priced 
models, are large printing width, high- 
voltage exposure lamp, new design, 
and controlled air flow. Copyflex Mod- 
el 30 has a 46-inch printing width to 
handle standard 42-inch roll stock or 
insertion of multiple-cut sheets of 
copying paper. Uniform exposure is 
insured by its 48-inch, 200-watt Vycor 
mercury are lamp, which speeds 
printing up to a maximum of 12 linear 
feet per minute. Machine requires no 
installation, inks, negatives, masters, 
special lighting, dark rooms, plumb- 
ing, or exhausts to carry off fumes 
Copies can be made on_ sensitized 
paper, acetate-coated paper, film, and 
cloth. A single control switch turns 
the machine on, and another control 
regulates printing speed. Operator 
merely feeds sensitized paper and 
translucent original to be copied. 
Charles Bruning Co., Inc., Teterboro, 
N. J 


Single Recorder Serves 
Many Dictators 


LOW-COST answer to the problem of 
occasional dictation by a number of 
dictators is Pierce’s new Network 
Dictation System. Besides the low 
initial installation cost, maintenance 
expense is practically eliminated. Re- 
corder permits dictation from an un- 
limited number of desks into a single 
recorder. Letters can be transcribed 
while additional work is being re- 
corded. No one else can listen in, dic- 
tate, or interrupt while recorder is in 
use. A signal indicates when the line 
is busy. Recorder may be played back 
or listened to at any time. Peirce 
Dictation Systems, 1328 Sherman 
Ave., Evanston, Il 


New Card-Size Duplicator 

Is Self-Feeding 

ACCURATE “register, one-at-a-time 
teed of cards from post-card size up 
to 4 by 6 inches is assured with the 
new feed arm on the Model A-2 Print- 
©-Matic. Another new feature is the 
drum, completely closed to prevent 
é ink drip from the interior. New 
ball bearings give longer wear and 
smoother, easier operation. Duplica- 
tor has all the standard features of 
other models, such as spring-pressure 
drum mounting for correct register on 
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thinnest paper or heavy cardboard. As 
many as four colors may be printed 
on a single card by using replaceable 
drums. The Print-O-Matic Co., Inc., 
Merchandise Mart, Chicago 54, Il 


Metal Filing Cabinets 
Are Streamlined 
NEW streamlined filing cabinets fea- 


ture automatic drawer latches, as 
well as non-jamming side-locking fol 
lower blocks. The upper corners of 
the drawer openings have torque 
plates welded onto them for greater 
rigidity, and slides have ball-bearing 
suspensions. The cabinets are made 
in two- to five-drawer heights. Peer- 
less Steel Equipment Company, 6616 
Hasbrook Avenue, Philadelphia, Pa 


New Microfilmer Offers 
Four Reductions 
THE new 


Eastman Kodak uses a 
rangement of lenses ahd mirrors to 
reduce papers to 1/40 of their origina! 
size. At this ratio of reduction as 
many as 29,000 bank checks can be 
“filed” on a 100-foot roll of 16mm 
film. In addition to the 40 to 1 redu 

tion, three other reductions are pos- 
sible in the bantam’ microfilmer 
lenses are easily 


Recordak microfilmer 
nique 


Accessory inter- 
changed for reductions of 19, 24, and 
32 to 1. The film chamber is located 
conveniently in the top of the machin: 
for easy film loading ens inter 
changing. An automatic documet 

feeder is built into the machin r 


stacks of documents are merely 
placed on the eve-level feeding shelf 
After microfilming they drop in se- 
quence in the receiving hopper im- 
mediately below the feeder. The built- 
in feeder will insert over 500 check- 
size documents per minute into the 
machine. Eastman Kodak Company, 
Rochester, N.Y 


Phone Holder Frees Both 
Hands for Work 


CAPABLE of holding any style phone 
in any desired position, Phonomatic 
automatically connects and discon- 
nects your phone. Just pull the self- 
adjusting receiver toward you, and it 
will connect the phone by a simple 
device on the end of the control arm 
When call is completed, just push it 
away, and it disconnects. Made of 
tubing, with ball and 
Phonomatic is not 
attached to phone and requires no 

liation. Office Appliance Co, 159 

Montgomery St., San Francisco 
Calif 
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TIPS 


for all costs... 


COPYFLEX 


tells how on Page 23 


You Get Things Done 
With the Boardmaster 
Visual Control System 


of Your Operstions— 
Pacts at « Clonee Saves Time, Saree Money 
Prevents Lerors 

ype or Write on Cards 


in 


Ideal for Production atte Inventory 
scheduling Sales bite 


of Metal 


Complete price $4950 including cards 
2EPAGE HOOKTET 


FREE | 


* 
* 
Simple te 
* 
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fompart and Viteactive 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street New York (8 
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The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
date of this 
issue may find supplies of the various 


several months after 


booklets are completely exhausted. 


8201. THE MASTER PLANNING 
FILE OF REPRO-TEMPLETS ON 
FILM. This 38-page booklet is a cata- 
log of machine and equipment tem- 
plets in % inch seale. Included is a 
great range of types and sizes of the 
most-used machines and equipment 
The Repro-Templets were prepared 
from dimensional data supphed by the 
manufacturers of the machines. Con- 
tents are divided into three section 

the first covering machine-tool temp- 
lets, the 
ment, and the third two-dimensional 
layout equipment. Instructions tor 
making '4 inch seale layouts with th: 
templets on film are also given. Nu- 
typical 
them 
engineer 


second non-machine equip- 


merous illustrations show 


layouts and how to assemblk 
Everything needed by the 


tor plant layouts 

IN THE DARK ABOUT THE 
WAGE-HOUR LAW? This 
booklet tells. in 


language just what records 


timels informative 
simple 
you should keep, what employees are 


empt and non-exempt, how to com- 


pute Wages tor salaried and hourly 
workers, penalties for non-compli- 
ince, and how to avoid them. The 


new Wage and Hour Law 
that employers prove wages paid and 
hours worked to the 
the Federal Wage and Hour Inspec 
tor, Good intentions are not enough 
You must have proof! This handy 
t tells how you can be 


wre youre protected 


requires 


satistaction ot 


little bookls 


8203. DUROGRAPHIC CARBON, A 


new self-renewing carbon tor auto- 
Ss Is introduced in this 


It tells how 


raphic reguste 
itthe booklet when the 
it is not 
until all 
orms in the register are used. The 
States that the im 


carbon has been inserted, 


necessary to touch it agi 


manulacturer 


proved durability is the result of 
mpregnating the Durographic paper 
automati- 


eally tlows back into the pen 


with a special ink which 
cil inden- 


tations after cach writing 


S204 ATTACHMENTS, TOOLS & 
ACCESSORIES FOR HYSTER 
TRUCKS. This 24-page brochure in- 
cludes model views, diagrams, spec- 
fications, action pictures, and explan- 


atory text to bring out the features 
of the various special-purpose addi- 
tions to basic materials-handling 
machines. Attractively designed, the 
2-color catalog features attachments, 
tools and accessories for lowering the 
cost and increasing the ease of han- 
dling materials with Hyster industrial 
trucks. Copies available by writing 
direct to the company 

8205. RECONDITIONED MICRO- 
FILMING, SLIDE AND FILMSTRIP 
EQUIPMENT. This new price list 
covers such items as Rotary Flow type 
cameras, Planetary Microfilming cam- 
eras, positive film printers, microfilm 
readers and projectors, developing 
outfits, and color reproduction equip- 
ment. Not listed but also offered for 
sale are miscellaneous items such as 
transparency stands, book cradles, 
glass pressure plates, Davidson feed- 
ers, film drying racks, motor control 
rheostat, and stainless steel tanks 

8206. SUPPLEMENT NO : FO 
TECHNIPLAN CATALOGUE NO 
T-151. Globe-Wernicke’s new booklet 
describes additional components for 
the Techniplan line of office furniture 
and equipment, together with sug- 
gested arrangements for maximum 
office efficiency. Also shown is the 
Techniplan executive office which can 
double as a conference room. The 
overhanging desk top, besides provid- 
ing a larger work surface for the 
executive, assures ample knee space 
for conferees who use the desk for 
making notes. Among the new items 
mentioned are sound-retarding acous- 
tical partitions, divider panels for 
greater privacy at the work station 
folding pedestal, and a 
Stationery tray. The booklet also de- 
scribes the lower business machines 
height for the Techniplan auxiliary 
top 


typewriter 


8207. INTERIOR COLOR SUGGES- 
TIONS FOR OFFICES. This beauti- 
ful brochure by Devoe contains charts 
reception 
rooms, corridors, large and small gen- 
offices, and con- 
cleverly 


of color suggestions for 
eral offices, privat: 
ference rooms. These aré¢ 
arranged into three 
of ceiling, sidewall, and accent colors 


color groupings 


which can be used as suggested, or 
alternated with any of the colors for 
instance, the 
ceiling color in group 1 could be sub- 
stituted for the ceiling color in group 
2 or 3, and be equally harmonious and 
eyve-pleasing. This enlarges the avail- 


ise in the group. For 


able color schemes for each type of 
room to 12 choices. Such an arrange- 
ment would make it possible to vary 
the color scheme ot offices located on 
the same floor 12 different ways, play 
ing the colors back and forth, and yet 
achieving a teeling of unity 

8208. A REPORT ON DECENTRAL- 
IZED FORM DUPLICATING. This 
10-page booklet describes how Jones 
& Laughlin Steel Corp. used Xerox- 
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Multigraph to simplify its paperwork ’ 
problems. Illustrations point up the Here s how you can cut 
problem and its solution—utilizing 
existing forms, creating new forms YY, 
control of forms, and the procedure hid the Cds 
at field points. Also included is a 
table comparing operational st: ps of 
previous method and XeroX-Multi- 
The trays of this 
Steel Age Tabulating Card 
File, and many other Steel 
Age card files, are instantly 
removable from their 


graph method 
ball bearing suspensions. 

The work moves right to the 
desk. Steps, time and 
dollars are saved 

If filing and handling 
cards is part of your office 
procedure, it will pay you 
to get the full story of 
these versatile, work-saving 
files from your Steel Age 
dealer. Their economy-price 
will surprise you! 


8209. GETTING ALONG. This book- 
let contains excerpts from The Art of 
Getting Along by Wilferd A. Peter- 
son. It’s full of inspirational copy 
you'll find yourself quoting in public- 
and employee-relation letters. Many 
companies keep a copy in the book 
racks for employee use. The booklet 
will be sent to any executive request- 
ing a copy 


| 


Requests for these booklets may be 


At Leading Office Furniture Dealers from Coast-to-Coast 


sent direct to the companies listed. 


S201. “Visual” Planning Equipment YOUR Mat C 


Co., Inc., Pennsylvania Ave 
& River OF MODERN OFFICE 
EFFICIENCY 


S202. The Cincinnati Time Recorder 
Co., 1733 Central Ave., Cin- 


cinnati 14, Ohio Wiltshire Modern by Impe set 
the style for moderr fice eficer 
in many of the smartest oking of 
8203. Autographic Register Company in Americas b ‘ 
Hoboken, N. J 
In addition to the Wilts 


Executive desk troted 

8204. Hyster Company, 2902 N. F this line includes a handsome 
Clackamas St Portland 8 Conference desk, Secre 

and Clerical desk 


Core 


Consultation desk and 


odern functior table 

8205. Microfilming Corporation of 
America, 11 FE. Pleasant Ave 

Maywood, N. J Your Imperial dealer w be 

glad to show you the 

Wiltshire line ond 

8206. The Globe-Wernicke Co., Cin acquaint you with it 


cinnati 12, Ohio many space-saving 


work-saving 


Devoe & Raynolds Company WRITE FOR Office Planning ———— 


Ine 7 First Ave New ncluding fi pace 


Thos. J. Liston, Ady Mg 
The Haloid Company, Roch 
ester 3, N.Y 


desk company 


EVANSVILLE 7 INDIANA 


$209. The Jaqua Company, 101 Gar- 
den St., S. E. Grand Rapids 2 


Mich 
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Rest-A-Phone 


| 
| 
|| WITM PATENTED 3-POINT suUS- 
| PENSION FOR PERFECT BALANCE. 


BUY ONE TODAY. IT’S 

A TIME SAVER IN USE, 

A BEAUTY ON YOUR 
PHONE ves 


Snaps on your phone in only five 


e 

seconds 

@ Weighs only one ounce 

@ Moulded in one piece of Tenite 

Lifetime Plastic 

@ Cradle lined with pure Grey Rubber 
1) will mot soil clothing 

@ Cradie sits lightly but tightly on 

shoulder 


Buy a Rest-A-Phone Today 
AT YOUR FAVORITE STATIONERS 


insist on Rest-A-Phone Accept no substitute 


@ Unconditionally guaranteed 5 yeors 


Rest-A-Phone Co. 


P.O. BOX 8788 + PORTLAND 7, ORE 


THE TOASTMASTER'S HAND- 
By Herbert V Prochnow 
Any man who expects to be called 
on to speak at a banquet, preside at 
a meeting, or otherwise be forced to 
stand on his feet and orate before a 
number of might find helpful 
material in Mr. Prochnow’'s book 

There are briet chapters on the 
responsibilities, techniques, and fun- 
damentals of the toastmaster, but the 
greater part of the volume is con- 
cerned with examples of actual intro- 
ductions introductions, 
epigrams, Witticisms, quotations, and 
stories that can be fitted in to various 
speeches that many 
readers have heard some of the stories 
ind gems of wit in the book, but ther« 
wealth of material that a 
toastmaster always find some 
suitable story for his 
speech 

some ot the 
broken down to enable the 
find material without 
the book from beginning to end 
example, the 
grouped under certain subjects 


peopl 


responses to 


Chances are 


is such a 
should 
quotation or 


have been 
reader to 
reading 
For 
numerous quotations are 
such 


chapters 


useful 


as librarians, lawyers, journalists, 
Fourth of July, florists, farmers, and 
so on. Thus, a speaker can select 


quotations that will fit the audience or 
occasion 

One of the 
should be the 
trom introductions and speeches. In 
the name of the man who 


most helptul chapters 
one filled with stories 


each case 


told the story is given at the end of 
the story. While these stories have 
short headings, they can not give a 


complete picture of the story, and a 
reader would probably find it easier 
to read all the stories and select the 
ones he would like to use at later 
dates 

Author Prochnow is well known for 
the books he has written, including 
The Public Speaker's Treasure Chest, 
Great Stories from Great Lives, and 
Practical Bank Credit (with Roy A 
Foulke). He is vice president of the 
First National Bank of Chicago, a 
lecturer on banking and other sub- 
jects, and recognized as a toastmaster 
who practices what preaches 
Prentice-Hall, Inc., 70 Fifth Avenue, 
New York 11, N. Y. Ninth printing 


374 pages. $4.50 


MEETING OF MINDS, with the sub- 
tithe of “A Way to Peace Through 
Mediation.” By Elmore Jackson. This 
book explains how labor disputes are 
handled in the United States, in 
Sweden, and in Great Britain, and it 
also discusses the machinery set up 


for handling international 
For example, when one country makes 
a claim for compensation because of 
some international incident 
procedures are supposedly followed to 
settle the dispute 

Comparison is made of the methods 
used in settling labor disputes and 
used in settling international 
disputes, the idea being that experi- 
ence gained in labor disputes should 
be helpful in settling problems that 
involve different nations. Such things 
as public debate and proper timing 
are dealt with in detail, showing how 
these various factors influence labor 
and international settlements 

The publisher admits that every 
dispute is unique, but he states that 
the peacemaking machinery of thi 
United Nations Organization might 
draw upon the “wealth of domestic 
experience in the general human rela- 
tions aspects of conflict settlement 

The author is the representative at 
the UN of the American Friends Serv- 
ice Committee, as well as lecturer in 
International Relations at Haverford 
College. He has attended the last four 
sessions of the General Assembly, has 
served as consultant to the UN, and 
is presently serving with the United 
Nations in its mediation of the dis- 
pute between India and Pakistan over 
Kashmir. McGraw-Hill Book Com- 
pany, Inc., 330 West 42nd street, New 
York 18, N. Y. 192 pages. $3.50 


disputes 


certain 


those 


SUCCESSFUL SALES MANAGE- 


MENT. By Harry Simmons. Dedi- 
cated to the sales and marketing 
executives of America and to their 


national organization, National Sales 
Executives, Inc., this volume is in- 
tended for students of salesmanship 
sales “practitioners,” salesmen, and 
anybody interested in the subject 
The book starts off with a section 
on sales management for tomorrow 
explaining the qualifications required 
for future sales executives, what the 
job itself will be, and other things to 
expect in the profession. The second 
section discusses the steps in building 
a sales organization, and the third 
section goes into some detail in telling 
of the many operating tools available 
to the sales executive. There is a sec- 
tion concerned with visual selling aids, 
and a final section on personal aids 
The author is a sales management 
consultant, lecturer, educator, editor, 
and he has written several other books 
on sales management, salesmanship, 
and public speaking. Prentice-Hall, 
New York 11, 


Inc., 70 Fifth Avenue 


414 pages. $5.65 
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Business Forms 


SAVE UP TO 40% —OF YOUR 
BUSINESS FORMS PRINTING COSTS 


withthe € & G PLAN 


er Ng Coste by lead st the country 


Write for full details today! 
Cullom & Ghertner Co... 


Pirase Mention 
“AMERICAN BUSINESS 


Wues Warrixe ro Apverrisers 


Executives Wanted 


SALARIED POSTTIONS 
$3.500 te $35,000 
r the i personal emry 
ear 


Business Booklets 


“HOW Teo WRITE BETTER LETTERS 
by L. Brailes 


by Cy Frailey. Sample py ‘ 
THE DARTNELL CORPORATION 


1660 Ravenswood Avenue, Chicage 40 
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Steel Guide Tabs 


Are Your Guide 
BROKEN? 


hable spring laws 
to cardet 
a rearrange 
Large openings 
parent white 
insertable labels pert 
2 Sizes wide and 1 
Sold by best stationers. | 
Dall to responsitle f 
fi 
Samples €5 of lees) 2 conte cach 


CHAS. C. SMITH Co., Mfr, Box 668, Exeter, Nebr 
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IDK. steel shortage, plus election uncertain- 

ties, has taken some of the zip out of busi- 
ness. [tis off about 9 per cent. But we are 
assured by the forecasting services that by the 
end of summer it will be moving up again. 
Actually business ts better than it seems. Most 
of us have the habit of viewing anything less 
than a 20 per cent gain with alarm. [If a touch 
of pink shows on the monthly statement, we 
make a beeline for the crying chamber. Now, 
itis all well and good to talk about records he- 
ihigy mide to be broken. We need to aim our 
arrows into the sky. But let's keep our feet on 
the ground. [tis an exceptional business that 
can keep on showing whopping gains in sales 
and profits vear after year. Most businessmen 
think 3 vears ina row is mighty good. What 
really matters is our average gain the good 
vears and the lean years added together and 
divided. This philosophy is important because 
we may be heading into some of those lean 
vears. The recession abroad could spread over 
here. But there are observers who believe busi- 
ness activity over the next 3 vears will hold 
close to 1952 levels. They are even bullish over 
the steel strike! They think it will prolong the 
hoom: and steady prices. So regardless of how 
barring all-out war-— the 
vears that 


the elections yo 
Signs pont to five more busy vears 
will be just as good as we make them, 


Republican Chances 


Have you decided which candidate will get 
your vote, which party vou want to win’ Most 
of ous have made that deeision, and it is un- 
likely that campaign oratory and ballyhoo wall 
change us. Yet political campaigns have a 
certain educational value. Phey make people 
think. painful as that THA he to most of us. 
It this tnakes the man oon the street 
realize that before wealth can be passed around 
it must be erented. and the one sure way to 
create more wealth is to do more work, the 
sweat and tears will not be in vain. For our 
part, Weare continuing to support Eisenhower. 
This vear itis the Democrats and not the Re- 
publicans who think the election is in the bag. 
Maybe itis, but somebody better remember 
to pull the string. At the moment, to be sure, 
the Republican party is split. Some Taft sup- 
porters especially in Tlinois will sit on their 
hands. But when 25 state governors, young 


56 


men with their fingers on the political pulse, 
stand together for progressive, rather than 
stand-pat, Republicanism, it is important 
perhaps more important than we realize. Those 
25 states, plus the states that went for Dewey 
in 1948, could do the trick. Actually, a politi- 
cal county chairman has to fish or cut bait. He 
just can't sit out an election. Either he elects 
the state, county, and local ticket or he is soon 
benched. It is too bad both sides resorted to 
name calling and personal attacks on the can- 
didates. Feeling naturally runs high. But we 
predict that the gap, wide though it may be, 
will be closed in the heat of the battle for votes 

the glue that holds any political party to- 
gether. 
Stock Purchase Plans 

We are hearing a good deal about encourag- 
ing employees to “participate in the ownership 
of American industry.” Some companies are 
setting aside large blocks of stock for em- 
plovees to buy through payroll deduction 
plans. The thought is that when an employee 
owns stock and participates in the growth and 
earnings of the business, he will ever after be 
a staunch supporter of management. The his- 
tory of employee stock ownership over the last 
50 years with a few notable exceptions does 
not support that premise. The average em- 
ployee does not understand what stock owner- 
ship means. If pressure is used to get him to 
huy it, he suspects a scheme on the part of 
management to latch onto his savings. He fig- 
ures the company is making about 50 per cent 
profit on sales and a 6 per cent dividend on his 
stock holdings is a gyp. Should he later wish 
to sell his holdings — perhaps in a depression 
he faces up to a heavy loss. He cannot think 
of enough ugly names to call his employer. It 
does seem that there are better methods of em- 
plovee participation in the growth of a busi- 
ness than through stock ownership. [It is un- 
fair to pressure an employee to invest his sav- 
ings in the stock of the company which em- 
ploys him. Rather, he should be encouraged 
to diversify his investments. What looks like 
asmart idea today may prove to be anything 
but smart 10 years from now, So, if you are 
toving with the idea of an employee stock- 
purchase drive, look and listen well before you 


leap.— J.C. A. 
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ORDER DESK 


FACTORY 


track of speci 
tory bottleneck 
Where they belong n their offices 


Let FLEXIFONE 


THE NEW PLUS FACTOR IN PRODUCTION 


@ The psychological impact on workers 
of music, plant news, brief talks by key 


FLEAF ONE gives you executives, voice paging, is now measured 


direct connections for all inter in dollars and cents. Every survey indicates 
SHIPPING Makes possible faster nal calls without an operator higher production, less employee bore 
Cutting out excessive inte rnal dom and fatigue, vastly improved em 
phone calls gives better tex loyee relations when DuKane Sound 
service is vital. Eliminates overloads phone service to outside calls ploy . ’ ” 


Result, better customer service Equipment is installed. Acknowledged by 
American industry as finest by far, DuKane 


through better control of outgoing png instantly Sound Equipment is right now being used 


orders locates viduals. secure t by nationally known companies from 
immediate reduces 
“call-backs.” saves time, mone, 
, ron Standard and custom installations for fac 
and tempers 


service in a department where fast 


and evens out shipping operations 


coast to coast with complete satisfaction 


} tories, offices, hospitals, schools. No in 


FLEN/IFONE stallation is too large that it couldnt be 


—y every phase of production cor handled or so small it wouldnt be 
VA trol, office systems, mate | handled by DuKane 


handling. Keeps you 
— 
with every lepartr 
BILLING m operation Just 
Gets payments in faster be- finzer and tall 
cause of speedier invoicing. He Ips in next to you or 


in your plant 


in billing because of incomplete 


formatior pensive Actually pay 
quickly redu 


witchboard 
telephe 


Ratt, 


~ 


PAGING FLEAIFONE DuKane Corp. bee od 82, St Charles TT 


Eliminates confusing old- lam def 


format 


fashioned call systems. Voice paging Intercom nd Sy-tems 
through Dukane Sound k DuKane 
the fastest, surest way to locate per- CORPORATION 

sonnel. Don't distur) work routines os “GPERADIO: 1922. 

With bells and horns page Mr. Wil- h 

son BY NAME 


FOR 

— BETTER CUSTOMER 
SERVICE! 

un eveTEMs 

| 

| 

| 


Note the 
UNDERWOODS 


wherever you go! 


OOO of them! 


No wonder Underwood is the typewriter leader of the world 


f typewriters for busing Then you'll see, too... and quickly... why over 
ou'd think possible from one seven million Under woods been purchased to 


peed so much of the world’s typing. 


YOU seen the new Underwood Typewriter 

t smooth, touch and Underwood's Underwood Corporation 

exclusive See-Sel Margins. Typewriters Adding Machines Accounting Machines 
Carbon Paper « Ribbons 

One Park Avenue, New York 16, N.Y 
your part. Underwood Limited, Toronto 1, Canada 
Sales and Service Evervwhere 


Underwood fuck, De Laxe 


Ask vour local Underwood representative to give 
you a demonstration. There is no obligation on 
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